USING THE
LIBRARY
CATALOGUE

Marjon Library

HELP GUIDE

Welcome to Plymouth Marjon University Library!
This guide will help you effectively use the Library Catalogue for
Searching, Renewing and Reserving Library items. There’ll also be a run
through of how to use the Dewey Classification scheme to find books
on the Library shelves.
Online versions of all the Library help-guides are available through the
Library webpages: http://bit.ly/MJLhelp; or speak to staff at the main
counter if you need a printed large format version.
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Accessing the Catalogue
To begin with, the Library Catalogue can be accessed by clicking the
link on the front page of the Library webpages:
https://www.marjon.ac.uk/student-life/library/ underneath the
Discovery search bar:

Alternatively, you can access the catalogue directly using this link:
http://bit.ly/MJLcat
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If you’re in the Library there are 7 ‘catalogue only’ computer terminals
– 3 on the ground floor and 2 on both the first and second floors. So,
you can run your search either before you come to the Library, or while
you’re on site.

Finding Books Using a Search Term
For this example we’ll use a search term – this could be a title in full or
part, an author, a keyword or a subject area.
Type your search term into the top search bar, we’re using ‘research
methods’:

Next to the search bar, on the right, is a drop-down menu that you can
use to narrow your search by selecting title, author, keyword in author
headings, subject, keyword in subject headings or ISBN:

If you are looking for a specific book the quickest way to search is by
selecting ‘Title’ or ‘Author’.
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If you want to do a general search, leaving the drop-down menu set to
the default ‘All Fields’ is the best option.
Once you have added your search term and adjusted the drop-down
menu, click the orange ‘Search’ button at the end of the bar:

This will bring up a list of all results that include your search term.
The catalogue will display the number of ‘Results Found’ at the top of
the generated list of results and below the search bar.
In this example, by leaving the drop-down menu set to ‘All Fields’,
searching for research methods gives 545 results:

These results will include print books, electronic books (E-Books) and
print journals.
You can refine the results by using the ‘Limit Search Results’ options in
the left-hand side or using ‘Sort By’ drop-down menu on the right-hand
side to choose how you wish to rank your results:
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So, to display only print books, published in the last 5 years, for
example, first click the check box next to ‘Books’ in the ‘Format’ section
of the ‘Limit Search Results’ tool bar.
Then click the ‘Include’ button at the top of that section:
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This will then update your results to just print books. To limit the
publication date to the past 5 years, use the ‘Publication Date’ option
and type in the date range in the boxes underneath the slider – 2015 in
box one and 2020 in box two.
Then click the ‘Include’ button at the top of that section to limit the
results:

The results will update to fit your search parameters, and you might
then want to use the ‘Sort By’ drop down menu to sort the new list into
date order newest to oldest.
To do this click ‘Publication Date (Descending)’ from the drop-down
menu and the list will automatically update:
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Once you have found a title that you are interested in click on the blue
hyperlink title to find out it’s availability and location:

A new box will pop-up with full details about the book. To see if a copy
is available check the ‘Status’ column - you might need to scroll a bit to
get to this information.
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If it is available it will state the location as Main Library, Teaching
Practice or Oversize:

If it is out on loan it will give the date when the book is due back:
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Sometimes the ‘Item Available’ column will say that there is 1 available,
but the ‘Status’ column will show a due date. This is because the
catalogue takes a short while to update the availability of an item, so:
If the item Status shows a due date - it’s definitely out.
If the item Status shows Main Library, Teaching Practice or
Oversize - it’s definitely in.
To find a book on the shelf you need to find the code written in the
‘Shelf Number’ column:

000-372 are kept on the first floor
373-999 located on the second floor
Teaching Practice (including Teaching Practice Oversize) is
located off the first floor
Oversize Books of all numbers are on the second floor
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In our example the Shelf Number is 370.14/RES and because it’s Status
it says Main Library, we know that it’s on the first floor.
Make a note of this number in full and you’ll be able to locate the book
on our upper floors.
A guide to Shelf Numbers and locating books begins on page 15

Finding Books Using a Reading List
To make it quicker and easier for you to find books on your module
reading lists, the Library has an electronic reading list service so you
can see all books on the one list - rather than looking up individual
titles.
You can simply search the catalogue by typing in your module code
into the bar at the top.
It doesn’t matter if you enter it in upper or lower case, but make sure
there are no spaces. So, in this example, we’ve entered ‘scoh04’:

After clicking the ‘Search’ button the results generated will show items
on your reading list that the Library stocks, including E-Books.
The results may be spread over several pages and usually generate in
descending date order, so make sure you check all the pages by clicking
the numbers at the top left or bottom left of the results list:
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The list generated does not show the books in order of
‘Essential’ or ‘Recommended’ so you may like to crossreference a copy of your reading list.
Once you have found a title that you are interested in click on the blue
hyperlink title to find out it’s availability and location:
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A new box will pop-up with full details about the book. To see if a copy
is available check the ‘Status’ column - you might need to scroll a bit to
get to this information.
If it is available, it will state the location as Main Library, Teaching
Practice or Oversize:

Sometimes the ‘Item Available’ column will say that there is 1 available,
but the ‘Status’ column will show a due date. This is because the
catalogue takes a short while to update the availability of an item, so:
If the item Status shows a due date - it’s definitely out.
If the item Status shows Main Library, Teaching Practice or Oversize it’s definitely in.

To see where the book is shelved, look at the ‘Shelf Number’ column:
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000-372 are kept on the first floor
373-999 located on the second floor
Teaching Practice (including Teaching Practice Oversize) is
located off the first floor
Oversize Books of all numbers are on the second floor
Make a note of this number in full and you’ll be able to locate the book
on the Library upper floors.
In our example the Shelf Number is 796.077/CON and because it’s
Status it says Main Library, we know that it’s on the second floor.
The catalogue will also tell you the loan period of each item on the
shelf in the ‘Material Type’ column:
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In the above example, all of the books are Weekly loans – indicated by
the ‘Book – Weekly’ status.
There are three loan periods:
Basic (or sometimes Static) – items are issued for three weeks.
Weekly – items are issued for one week.
Teaching Practice – items are issued for five weeks. Some items
in the Teaching Practice Library are Weekly loans as they
appear on reading lists, so are in high demand.
The non-loanable books are marked as Reference, and can only be
used within the Library.
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Finding Books on the Shelves
After searching for a book, finding it’s Shelf Number and making a note
of that number you’ll be able to find what you’re looking for.
We use Dewey Decimal Classification, which roughly groups books of a
similar subject into the same or similar Shelf Number. This means that
you’ll often find other useful books in the areas where you are looking
for a specific number – so have a browse!
Each book has its Shelf Number on its spine, or front cover if it’s too
slim, to help you locate it quickly.
Shelf Numbers are laid out as:
370.

- This number is the general subject area, numbers 000
– 372 are on the first floor and numbers 373 – 999 are
on the second floor.
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- This number is the refined subject area to help narrow
down where to find the book on the shelves.

RES

- The last 3 letters are usually the first 3 letters of the
author’s surname, but it can be the first 3 letters of the
book’s title if it’s an edited work.

The book may also have a coloured dot or sticker on it’s spine to help
you quickly identify the loan period.
No sticker – Basic loan
Green dot – Weekly loan
White ‘R’ in a yellow rectangle – Reference copy
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Red dot – Teaching Practice loan.
Gold star – Oversize book. May also have any of the above
stickers as well.
When you’re on the correct floor the books are shelved in numerical
order and there are signs at the ends of shelves to tell you what shelf
numbers are contained in that row.
Each poster also has a reminder of the loan periods.

On the spines of books, the label for the Shelf Number looks something
like the example on page 17 with the numbers and letters on separate
rows:
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On the shelves, the book sits in numerical and then alphabetical order
with titles on a similar subject area:

Once you’ve found all the books you need, they can be borrowed
through the Self-Service Machine.
You’ll need your University card to borrow and you can ask a member
of Library Staff to help you if you’re unsure of how the machines work.
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Finding E-Books on the Catalogue
You can run a search for E-Books in the same way as you would for
print books – by using either a search term or a module code.
Once you’ve run your search you can limit your results to display only
E-Books by clicking the check box next to the ‘Electronic Resources’
option in the ‘Format’ section near the top of the left-hand tool bar.
Then click ‘Include’ at the top of this section to update the results.

The results generated will all be E-Books that the Library has bought, so
you can access them straight away.
Once you’ve found the title you’d like to look at, just click the ‘Click to
access e-book’ text in the item record, on the search results list. It’s not
recommended to read E-Books on the catalogue terminals in the
Library.
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You will be taken to either a log in page, or to the provider’s site where
you will need to log in.
There is an in-depth written Help Guide on finding and accessing EBooks, available here: http://bit.ly/MJLhelp

Journals
The Library primarily purchases electronic copies of journals and not
every E-Journal has a record on the catalogue, so you’ll need to check
the A-Z Listing or Discovery.
The Library has written Help Guides on using both methods to access
journals, available here: http://bit.ly/MJLhelp
However, we have still have a number of print journals in stock. These
are for reference use only and are held on the second floor.
Journals are shelved alphabetically with current issues marked within
their storage boxes.
The catalogue will only search for journal titles. To search for
specific articles, or general subject keywords for articles, you
need to use Discovery. Or know the specific year, volume and
issue of the journal that the article is published in.
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If you know the name of the print journal you’re looking for, type the
title into the search box on the catalogue. In this example, we’re
looking for ‘Journal of Sports Sciences’:

As the Library only has one print journal where these words are
included in the title or keywords, the full item record and description
displays straightaway.
The full record shows what years we hold e.g. this title we have in print
from 2002 to 2007 after that it is available electronically:
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It will also say if any copies are held in the stack – if they are please ask
a member of Library staff to find this for you.
If we have the journal electronically, as well as in print, there will be an
‘Electronic Access’ heading on the record and you can click the words
‘Click here to access the e-journal’.
A new page will load, and you will then need to click ‘Full Text Access’
to expand the list of providers.
Click the provider who offers the year you would like to access.
In this example, if you wanted to access an article from 1996 you would
need select the SPORTDiscus option. But if you wanted the most recent
publication you would need to click on the Taylor & Francis link as
SPORTDiscus has an 18-month delay on accessing full text articles:
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Sometimes there will be information you may need to know on
how to log in. Hover over the ‘i’ icon and any special
instructions will be displayed.
Once you’ve clicked on the provider, a new page will load where you
can browse the journal’s volumes.
How this page displays depends on the provider, but the A-Z of EJournals written Help Guide (available here: http://bit.ly/MJLhelp )
works through, in detail, how to log in and access articles with the main
providers.

Your Account
Your Library catalogue account is separate from your normal
network account and has a different password.
Your username is your student number (displayed on the bottom of
your University card, underneath the barcode) and your password is
initially set to 1111.
If you have a Teaching Practice card, the number on the card is the
username and begins TP… The two accounts are not linked so you need
to log in to each one separately to renew.
While you don’t need to log in to search the catalogue, you do need to
log into your account to renew, reserve or view your personal details.
On the catalogue you can log in by selecting either ‘Log In’ or ‘My
Account’ in the top right corner:
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A new box will pop up and you should enter your student or staff
number in the ‘Username’ box and the password 1111 in the
‘Password’ box:

You’ll know you have logged in correctly, as your name will display at
the top right-hand side of the page:
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To view your account, click the ‘My Account’ option at the top right of
the page.
If you selected ‘My Account’ rather than ‘Log In’ when logging in, you
will be taken directly to your account.
On the ‘My Account’ page, the overview on the right-hand side will
show your books on loan, reservations or fines:

Changing your Pin
We advise that you change your password/pin. You are only able to do
this once you have signed in with the default 1111.
In ‘My Account’ click the ‘Personal Information’ tab and click the
‘Change PIN’ option, which is usually in a collapsed box below your
basic information:
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You need to enter the current, default pin (1111) in the box next to
‘Current PIN’ then your new pin twice in the ‘New PIN’ and ‘Confirm
New PIN’ boxes.
Once you are happy click on the ‘Update’ button at the bottom of this
box to save the changes:

If you forget your new pin, you can telephone (01752 761145) or email
(libraryenquiries@marjon.ac.uk) and staff we will reset it back to the
default for you.

Renewing Books
Once you are logged into your account you can renew your Library
books. So long as nobody else has requested the item, you can renew
as many times as you need to, for the duration of your course.
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To renew your books, go to ‘My Account’ and click on the ‘Checkouts’
tab:

This will display all the books you have out on loan, in the ‘Library
Checkouts’ menu.
Things that need your attention are marked with a white exclamation
mark in a red circle.
So, in this example any overdue books have this symbol to the left of
the item:
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You should renew all your books every time you log-on to renew,
because renewals are unlimited if the book is not requested so you
have the best chance of the longest dates.
To renew all of your books, click the ‘Select All’ check box at either the
top or bottom of the list; then click the ‘Renew’ button next to it:

A popup box will appear, and you will be asked to confirm that you
wish to renew your books - click on ‘Yes’:
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Always check that the items have been renewed – if there was a
problem a message should appear below the book. Also check
that the due dates have changed.
In this example one of the books has a hold (reservation) so this has
not been renewed. This will display with the words ‘Item has holds’ in
red below the book details:

If you are unable to renew a book or return it by the due date
then please get in touch with the Library as soon as possible – it
is possible we can extend your loan by a couple of days to allow
you time to return in person or post it back to us.
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In the ‘Checkouts’ tab you are also able to view items you have
borrowed previously, which may be useful if you’d like to revisit a book
but can’t quite remember what is was.
Click the ‘Checkout History’ bar to expand the list, which displays as a
default from oldest to newest:

Fines
As well as books with holds preventing renewal, your account can also
be blocked if your fines are £25 or above. This can be due to previously
accrued fines (items returned or renewed late in the past) or items that
are currently overdue and accruing fines.
Fines are charged every weekday a book is overdue and varies,
depending on the loan period.
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Loan Type

Loan Period

Label
Colour

Fine

Standard

3 weeks

White

20 pence per day

Weekly

1 week

Green

75 pence per day

Teaching
Practice

5 weeks

Pink

5 pence per day

Reference

Library Use
Only

Yellow

No fine - cannot be
borrowed

If you have built up fines previously from returning or renewing books
that are overdue your status will automatically show as ‘Blocked’ in the
right-hand overview bar when you’re logged in to your account:

If you click on the ‘Fines’ tab this will show you a breakdown of any
fines on your account. The ‘Current Fines/Blocks’ option automatically
displays and shows the unpaid fines on your account for previously
overdue books:
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If your current loans are overdue, when you come to renew or return
them, these will be building up fines.
If current fines and accruing fines reach £25 then you will also be
blocked, so you need to be aware of overdue items and potential fines.
If you have overdues the right-hand overview bar, under the
‘Checkouts’ heading, will show an exclamation mark and a number
(relating to how many overdue items you have) next to ‘Overdue’.
If ‘Your Status’ also shows ‘Blocked’, this means there are loans that
are overdue now, and fines will have exceeded £25.
You can be blocked even if the total at the bottom of this bar shows
the amount to be less than £25, as this total is your previously accrued
fines:
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To see the accruing fines on your account, and on which items, click on
the ‘Fines’ tab, and then the ‘Accruing Fines’ bar to expand it:

Accruing fines are the estimated fine for your outstanding overdue
books. Once the item has been renewed or returned it will be an actual
fine and display in the ‘Current Fines/Blocks’.
If you try to renew your books from the ‘Checkouts’ tab, it will show
that you are blocked with the words ‘User is BLOCKED’ in red under
each book:
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If you have any problems or are unable to renew it’s important to get
in touch with us as soon as you notice the problem, to stop fines
increasing – please don’t leave it.
If you’re off campus can always telephone the Library and make a
payment by debit/credit card over the phone.
Email: libraryenquiries@marjon.ac.uk
Telephone: 01752 761145 during staffed hours
One thing that might be useful, is that the ‘Fines’ tab can also show you
any fines you have paid previously, and on what date. Click the
‘Payment History’ bar to expand the list and the paid fines are
displayed in order from oldest to newest:
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Reserving Books/Placing a Hold
As it is impossible for the Library to stock one book per user, and
because the number of renewals are unlimited, it is likely that you will
need to reserve books at some point.
You can only reserve books that are out on loan so if a book is available
on the shelf, you won’t be able to reserve it. If the reference copy is
the only one available, you will be able to place a hold on the loanable
copies.
Once you’ve searched for a book on the catalogue, and clicked the title
to see the full item details, if it is out on loan the ‘Status’ column will
give an indication of when the book is due back:
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If you don’t place a hold the person who has the book will just be able
to keep renewing it and you might not be able to view a copy for a
while.
To reserve the book click on the ‘Place Hold’ button underneath the
‘Select an Action’ drop down menu in the top right corner of the item
detail pop-up box:
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If you have not logged into your account already you will be prompted
to do so:

It will then ask you to confirm your reservation, click on the ‘Place
Hold(s)’ button:
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A confirmation message will let you know your reservation has been
successful – the ‘Action’ column will say ‘Success’. Click the ‘OK’ button
to close the box:

As soon as your reservation is available to collect you will receive a
confirmation email in your University inbox, with a ‘pickup-by’ date.
Items are held for you for 7 days.
You can also check your reservation at any time by looking at your
account and selecting the Holds option:

When the hold is available it will show as ready to pick up by displaying
a white exclamation mark in a green circle on the ‘Holds’ tab in your
account and in the right-hand summary box:
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In the ‘Library Holds’ information it will show the book that is ready to
collect, if you have more than one on hold.
Holds that are ready to collect are kept on the reservation shelf near
the main Library counter and are filed alphabetically by the first three
letters of your surname and then the last three digits of your University
number.
This page will also show the last date that you need to collect the book
by, in the ‘Status’ column:
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Before the item is available to collect it will show as pending. The ‘Place
in queue’ column also informs you if there are other people ahead of
you in the queue e.g. place 2 would mean 1 person was in front of you
in the queue:
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The number of copies, and the loan period of each book, will give you
an idea of how long you would have to wait before the book should be
available.
If the book is heavily in demand and you don’t feel the Library stocks
enough copies you can request an additional copy via our More Books
scheme. Full details and the application form can be found here:
http://bit.ly/MJLmore
If you wish to cancel your hold at any time, simply select the title by
clicking the check box next to it and then click the ‘Cancel Hold(s)’
button at the bottom of the list:

A popup box will appear where you will be asked to confirm that you
wish to cancel your hold. Click ‘Yes’ to cancel:
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This will update to show no items on hold:

Loan History
You can also view what you have previously borrowed in your account.
This may be very useful if you have not noted down the full details for
your reference list, or if you want to borrow a book again but can’t
remember the exact title.
To view your loan history choose the ‘Checkouts’ tab from your
account when you are logged in:

This will display your current checkouts - to view previous loans click on
the collapsed ‘Checkout History’ bar to expand it:
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This will display all your previous loans with the dates you borrowed, in
the ‘Checked Out’ column, and returned them, in the ‘Returned’
column to the right of the page:

If you can’t see the ‘Checkout History’ bar you need to click the
‘Personal Information’ tab. Then click the collapsed ‘Preferences’ bar,
towards the bottom on the page, to expand it:

Click in the box next to ‘Show my checkout history’ to tick it, and click
the ‘Update’ button to save:
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Your loan history will now show below your current loans in the
‘Checkouts’ tab.

Further Questions
If you have any questions about using the catalogue or would like a
member of staff to provide you with a tutorial, please pop in and speak
to staff at the library main desk.
You can also email with any queries libraryenquiries@marjon.ac.uk or
phone 01752 761145.
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Useful Contacts
Library:

libraryenquiries@marjon.ac.uk
01752 761145

http://www.marjon.ac.uk/student-life/library

Follow us on Twitter: @MarjonLibrary

Like us on Facebook: @MarjonLibrary

Find us on Instagram: @marjonlibrary

