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Instruction 1: Login to the Account 

Steps: 

 Add UPF number  followed by the ‘XH’ in block capital fulfilled 

with 8 number of Digits (eg:XH003004) 

 Use ‘***’ as your default password in password text box 

 Click login button 
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Instruction 2: Change user Password 

Steps: 

 Click on change your password tab 

 Add your default‘***’ in Current password text box 

 Enter your new password in New password text box 

 Re type your new password in Re type New password text box 

 Click Submit Changes button 
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Instruction 3: Search a Book 

Steps: 

 Click on Advanced Search tab 

 

 

 

 

 Select appropriate keywords (e.g. Subject/Title/Author/Barcode)  
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 Type relevant phrase in given text box 

 

 

 

 Click on Search button 

 The available books listed on the screen 

 

Instruction 4: Renew a Book  

Steps: 

 Log on to your Account 

 Click on your summary 
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 Select Renew with the Item  

 

 

 Item Renewed 

 If you renew All books click Renew All button 

 

 

Instruction 5: Place Hold a Book 

Steps: 

 Log on to your Account 

 Search the book using Advanced Search 

 If there isn’t any available books in the Library then user can hold 

the specific book 
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 Click Place hold 

 

 

 Select pickup location and click Confirm Hold button 

 The book reserved. 

 When the book returns to the library you will receive an email 

notification. 

 

Instruction 6: Purchase a Suggestion 

Steps: 

 Log on to your Account 
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 Select your purchase suggestions 

 Then click New purchase suggestion 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Fill the details of the books that you suggest to the Library 
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 Click the Submit button 


