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About Your Account 
In order to view information about your account, you must be logged in:

 
When logged in, you can... 

• View and renew items that you have checked out  
• View and renew items that are overdue  
• View status of and cancel holds you have placed  
• View fines you owe  
• Change your password  
• View your Reading History 
• Manage how you're notified of holds, due dates, checkouts and returns by the library  
• Review and edit bibliographic lists 

 
 
 
 

Here's what the tabs do... 

My Summary 

'Checked Out'  

• Click on the 'my summary' tab  
• Click on the tab 'Checked Out' to view the items you currently have checked out.  

 
NOTE: This is the default view from the account homepage. 
 
TIP: You can see and renew both overdue and non-overdue items from this page. In this case, overdue 
items are highlighted in pink and have a red due date. 
To renew, click 'Renew' next to the item you wish to renew.  If you have reached the maximum number 
of renewals, you will need to return the item on or before its due date. 

'Overdue'  
• Click on the 'my summary' tab  
• Click on the tab 'Overdue' to view ONLY the items you currently have overdue.  
• If you don’t have anything overdue, you won’t see the overdue tab. 
• To renew, click 'Renew' next to the item you wish to renew.  If you have reached the maximum 

number of renewals, you will need to return the item on or before its due date. 

'Holds'  
• Click on the 'my summary' tab  
• Click on the 'Holds' tab 
• This will list all items you have on hold and their statuses  
• To cancel a hold, just click the 'Cancel' button next to the hold in question  
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My Fines 

• Your fines account will be displayed  
• Review specifics about any fines or fees you owe or have paid at the library 

 

My Personal Details  

• Click on the 'my personal details' tab  
• Review your information 
• To make changes, please contact the library 

My Tags 

• Tags are an informal way to identify items of interest – a way to create your own search terms. 
• Click on the 'my tags' tab 

 
• From this menu you will see all of the tags you have added to items as well as the numbers of 

tags from other patrons 

Change My Password  

• Click on the 'change my password' tab

 
 

• From here you can change your login information for the Online Catalog.  Passwords need to be 
at least 4 characters long. 

• Once your password is changed, library staff cannot see or retrieve it for you, but they can reset 
it for you.  
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My Search History 

To view your search history: 

• Click on the ‘my search history’ tab 
 

 
 

• From here you can either Delete your search history, or review past searches completed while 
you were logged into your account. 

 

My Reading History  

To view your reading history: 

• Click the 'my reading history' tab

 
 

• This will show you everything you have checked out from NExpress 
• You can see the Last 50 items checked out or All Items checked out 
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My Purchase Suggestions  

Are there titles you wish the library would buy?  

Make purchase suggestions and track their status here. This will list all of your title suggestions and 
their order status 

• Click the 'my purchase suggestions' tab

  
 

• From here you can view the status of each suggestion  
• If you'd like to delete a suggestion, check the box and click the 'Delete Checked Items' button  
• You can also add a new suggestion right from this page by clicking 'New purchase suggestion' 

My Lists  

As a patron, you can keep your own private lists or create public lists to share with all visitors to the 
catalog.  This tab allows you to maintain your lists 
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How to Manage Your Lists  

You must be logged in order to create a list through the NExpress catalog. 

• If you are not already, log in to your account  
• Ask your local library staff for help setting up a password, if you do not already have one 
• Visit your account (click your name in the top right)  
• Click on 'My Lists' 

 
 
• Click 'New List' 

 
• Enter the information for your list and click 'Save'  
• To add items to your list, search the OPAC

 
From the results page, you can add items to a list in one of two ways... 

1. From the details screen  

• Click on the TITLE or BOOK IMAGE of the item in the results list that you would like to add to a 
list 

• Click 'Save to Your Lists' from the details page if the item
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• You can choose to add the item to an existing list or to a new list from the pop up window 

 
• Click 'Save' under the section you used. 

 
TIP: This is best for adding items one at a time. 

2. From the results screen 

• From the results screen, check the box next to each item you'd like to add to a 'List' 

  
• You can easily select all books on a results page by clicking 'Select All' at the top of the 

results list  
• TIP: This will only select all items on the page, you cannot select items from 

multiple pages to add to the list  
• TIP: To add results from multiple pages, select all from the first page and add 

them to the list, then browse to the second page and repeat 

• Choose the list you'd like to add your items to from the 'Add to:' pull down at the top of the 
screen.  

• If the list you want doesn't exist, you can create a new list by choosing '[New List]' from 
the pull down
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• After saving you will be prompted to enter a list name and type

 
 
• TIP: When creating a new list this way, it may not appear on the Lists pull down without 

refreshing the page

  
 

• Click 'Save' 

Viewing Lists  

You must be logged into your account in order to view your private lists, but all public and open lists 
will appear to all visitors. 

• If you aren't already, log in to your account using the login box  
• OR, if you click on the 'Lists' button you will be prompted to log in to view Lists

  
 

• Once you are logged in the 'Lists' button will include your private lists 
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• To view a list, click the list title  
• If you clicked on the 'Heart Health' list, you'd then get a list of all items in that list

  
 

• To look at the details of an item--or place a hold on it-- just click on the title of the item  
• Koha takes you directly to the details page of that item in your library's catalog 

Managing Lists  

When you click on a list you have created, you have the option to manage that list in several ways 

 
• You can:  

• 'Select All' items and then 'Remove Selected Items'  
• Select items individually by checking the box next to the item and then 'Remove Selected 

Items'  
• 'Clear all' to clear all items you have selected 
• 'Edit List' to change the name of your List or change the sort order for your list 
• 'Delete List' to delete the entire List 

TIP: If you click 'Clear All' when no items are selected, it won't do anything because no items are 
selected to clear 
 
TIP: To quickly return to view all lists, click on "Lists" next to the title of the current list you are 
viewing (in this case '-> Heart Health') 
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I added items to a shelf from the results page and the boxes beside the items are still 
checked! Why?  

After adding items to a list, you have to manually click 'Clear All' at the top of the results page in 
order to remove checks from the boxes of the items you've selected 
 
See example below... 
 

 

How do I view just MY Lists?  

Login to your account and visit your account page.  Click the My Lists tab on the left to see just 
your lists 

Cart Feature  

The 'Cart' is a shopping cart for users' selections. Users can select and temporarily (for their session) 
save a list of items they find in the library catalog, then email or print the list to make searching the 
shelves easier  

IMPORTANT: Unlike 'Lists', the 'Cart' is NOT a permanent list of items. It is session-based and the cart 
can be emptied (or 'cleared') by the user at any time 

IMPORTANT: There is NO need to be logged in to use the 'Cart' feature 

TIP: The 'Cart' can be an invaluable tool for educators, students and staff. From the 'Cart' you can... 

• Email cart items to yourself or others (for instance, a group of students or colleagues)  
• OR... print out titles and call numbers for easy shelf browsing  

How do Add Items to a Cart?  

Enter a search term (using either the simple or advanced search)  

From the results page, you can add items to a cart in one of two ways: 

Add items to the 'Cart' from the details screen   

Best for adding one item at a time.  

 

• Click on the TITLE or BOOK IMAGE of the item in the results list that you would like to add to the 
'Cart' 

• Click 'Add to Cart' from the details page if the item 
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• A pop-up message will let you know that the item has been added to the cart. The 
number displayed in the box inside the 'Cart' button updates to show the total 
number of items now in the cart after your addition.

 

Add items to the 'Cart' from the results screen  

TIP: Best for adding several items at a time to the 'Cart'. 

• From the results screen, check the box next to each item you'd like to add to the 'Cart' 

• Click 'Add to:' (probably at the top of your search results page) and select 'Cart' from the drop-
down menu 
 

 

• A pop-up message will let you know that the item has been added to the cart. The number 
displayed in the box inside the 'Cart' button updates to show the total number of items now in 
the cart after your addition.  
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Working with Items in the 'Cart'  

Click on the 'Cart' button to open the Cart 

 
From here, you can email the cart to yourself or a friend, print the list of books in the cart, put items in 
the cart on Hold, Tag the items or download the cart.  You can also add the books in the cart to a more 
permanent List. 
 
When complete, you can “Empty and Close” the cart. 


