USING THE MILLENNIUM ONLINE CATALOG

MY ACCOUNT:  Go here to view items currently checked out on your card, to request renewals, to see if you have a fine, to view requested items that have not yet arrived.  To login, enter your name, the barcode on the back of your library card (all digits—not the spaces), and your PIN.  The first time you check your account, you will have to create a PIN if you don’t already have one.  Type in whatever you would like your PIN to be and click on SUBMIT; your PIN can be numbers, letters, a word, or any combination of letters and numbers.  During the first login, you will be prompted to repeat your PIN.  If you think you have a PIN, but cannot remember it, please contact a staff member.  We cannot tell you what your PIN is as the information is encrypted, but we can delete the old and enter whatever you would like your PIN to be.  
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Please note that logging into your own record before doing your searching minimizes the number of times you have to enter your card number and PIN.  When you are finished using the online catalog, be sure to click on the LOG OUT button.  
BASIC SEARCHING:  Click on the arrow next to KEYWORD to open the drop down menu that allows you to search by a TITLE, AUTHOR, SUBJECT, CALL NUMBER, OR ISBN/ISSN.  Click on the arrow next to VIEW ENTIRE COLLECTION to open that drop down menu.  You can limit your search to just the Jerseyville Public Library’s collection, any of the other libraries listed, or all of the libraries.  Click on GO to do the search.
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To do a TITLE search, omit a, an, or the if it is the first word of the title.  To do an AUTHOR search, put his/her last name first.  KEYWORD searches for words anywhere in the bibliographic record—not necessarily in the order typed and not always next to each other.  Using the ADVANCED SEARCH can be very helpful if you’re not sure of a specific author or title or what subject heading to use.  You can search using the Boolean operator and as well as and not.  
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RESULTS:  When you get the results, click on the specific item you want.  Note the different icons on the far right that tell you if it is an audio book (cassette), audio book (CD), book, large print book, music (cassette), music (CD), etc.  NO COPIES AVAILABLE means the item is checked out and not currently on the shelf or it may mean that an item that is missing or long overdue.  By clicking on the title, you could determine why there are no available copies; if the item is missing, then you could check with the librarian to see about getting the item through Interlibrary Loan outside of the Lewis & Clark Library System.  Once you have clicked on an item, you will see what libraries own it and what the call number is.  If your search has produced too many results, you can use the LIMIT/SORT SEARCH button to narrow your search.  
You may do a search that will produce too many results to fit on one screen.  You can move to another screen of information by clicking on a specific number or by clicking on the word NEXT. 

As you look at the results of your searches, you can save items that you’re interested in by placing them in the BOOK CART or using the SAVE RECORD button.  Click on VIEW SAVED to see the list of items you’ve put in the cart.  You can click on EXPORT SAVED if you want to request the items, or you can click on MULTIPLE REQUESTS to print or e-mail a list.  To print (or e-mail) a list, choose BRIEF DISPLAY for author, title, publisher, and copyright date.  If you would like more information, choose FULL DISPLAY.  
[image: image11.png]


[image: image12.png]


[image: image13.png]



Click on NEW SEARCH to try a different search.  If you are logged in to your account or if you have previously requested an item, using NEW SEARCH will prevent you from having to enter all of your information again; if you click on START OVER, you will no longer be logged in to your account and will be prompted for your name, barcode number, and PIN.
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TO PLACE A REQUEST:  From the item record screen, click on the REQUEST button.  It is located both at the top and bottom of the page.  If you want to place a request from the results list, the icon says PLACE REQUEST.  If you did not login to your account previously, you will be prompted now to enter your last name, library card number, and PIN.   [image: image17.png]


Next, you will need to CHOOSE A PICKUP LOCATION for where you would like the item(s) to be sent; this must be a public library, not a school.  It isn’t necessary to choose a CANCEL IF NOT FILLED BY date unless you have a specific date after which you no longer need the item(s).  Finally, click on the SUBMIT button.

You may want to request specific volumes or issues of some titles; then you will see additional screens.  For example, The Civil War by Ken Burns has nine episodes on nine videocassettes.  You may want to request all, some, or only one of them at a time; more than likely, you would like to watch them in order.  Similarly, you may want a specific issue of a magazine; the Millennium software allows you to specify which volume or issue you want.  

After you click on PLACE REQUEST (from the results list) or REQUEST (from the bibliographic record), you will be asked to choose a PICKUP LOCATION.  Another screen will display after you click on SUBMIT that contains a list of the individual volumes or issues held at various libraries (or just one if you’ve limited your search).  Click on the circle next to the volume/issue you want then click on REQUEST SELECTED ITEM, located near the top of the page on the left side.  You are only able to request one volume or issue from the same bibliographic record at time.  If you want more than one, use the back browser button to return to the list of volumes/issues, mark another choice, and click on REQUEST SELECTED ITEM again.  After you have placed a request, look for a success message.
  


 HYPERLINK "http://webcat.lcls.org/search/tbirds+and+blooms/tbirds+and+blooms/1%2C3%2C4%2CB/frameset&FF=tbirds+and+blooms&1%2C%2C2" 
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Your request for Birds & blooms. was successful.
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Call 618-498-9514 with any questions.  Thanks!
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