BOOKiNG ITEMS FROM IMC

T0 l.GGiN AND MAKE A BOOKING
Goto +f flibrary.lakeheadschool r

2. Clickon Login.ﬂ

3. Enter your login credentials. Your username is your staff ID and your password is your last name, lower
case.
4. (Click Login.
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5. Tosearch for the item that you want to book, select IMC from the dropdown menu at the top left corner.
6. Enter your search terms and click on the Search button.
7.  Select one or multiple items using the checkboxes.
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9. Enter the quantity desired on the right.

10. if you are booking multiple items for the same dates, select the checkboxes on the left.

11. The little red numbers indicate the number of available items on a given date.

12. Select the date required.
Note: The calendar will autornatically adjust the delivery date and loan period based on courier delivery
schedule.

by
13. Chck Apply to confirm the dates.

14 Repeat steps 10-12 if you want to request other items for a different date.
15. Verify the site to which the items will be delivered.

16 Click on Book Item(s).

17. A notification will appear: items have been booked successfully

»
\!‘) 3 item{s} has been beokad

18. Click OK

VIEW or CANCEL A BOOKING MADE ON THE OPAC:

1. Goto My Account > My Borrowing > Booking.

2. From this view, you are able to see how many bookings you have and you can cance! any unwanted
bookings by

3. Selecting the title{s) you would like to cance! using the checkboxes.

r@ Cancel

4, Click on Cancel.
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