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Welcome to Plymouth Marjon University Library! 

This guide will help you effectively use the Library catalogue and its 

features and works through how to search for items and place holds. 

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: 

https://library.marjon.ac.uk/  

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. This 

means you can run your search either before you come to the Library, 

or while you’re on site. 

If you’re just running a general search to find item details or access 

links to E-Books you don’t need to be signed in, but to place 

https://www.marjon.ac.uk/student-life/library/
https://library.marjon.ac.uk/
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reservations, use the additional features and view your account you 

will need to log in. 

Details on how to log in can be found beginning on page 20. 

The Catalogue front page 

You can access some additional services and information from the 

Library catalogue front page, below the search bar. 

Links out to other services can be found in the left-hand side of the 

page. A feedback board where you can leave anonymous suggestions 

or comments sits in the middle of the page, and a notice board with 

current information about the library service is on the right: 

 

If you scroll down the front page you can also find buttons to email 

Library Enquiries, make a More Books request, or apply for an Inter-

Library loan. If you’ve been at Marjon a while, these embedded 

buttons replace the previous form system for More Books and 

Interlibrary Loan applications. 
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More Books 

‘More Books’ is a request service for students to recommend that the 

Library purchase either copies of books we don’t currently stock, or 

additional copies of ones we do. 

Click the button and you’ll be asked to log in, if you’re not already, and 

you can then fill out the item details as requested.  

Library staff will check your request and you’ll get a notification in your 

account which will let you know if we have purchased the book or 

declined your request. 

If you’re a member of teaching staff, purchase requests outside of 

reading list items should be made using the form in the Library section 

on Staff News. 

Interlibrary Loans 

If the Library does not have a copy of the article or book you need you 

can make an interlibrary loan request and we’ll apply to another 

Library on your behalf to loan us the item.  
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More information about the service can be found here: 

http://bit.ly/MJLills  

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’.  

http://bit.ly/MJLills
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If you want to do a general search, leaving the drop-down menu set to 

the default ‘Catalogue’ is the best option. 

Once you have added your search term and adjusted the drop-down 

menu, click the green ‘Go’ 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 ‘Catalogue’, 

searching for research methods gives 505 results: 

 

These results will include (where relevant) print books, electronic 

books (E-Books) and print journals. 

You can refine the results by using the ‘Refine your search’ options in 

the left-hand side and/or using the drop-down menu on the right-hand 

side above the results, which defaults to ‘Relevance’, to choose how 

you wish to rank your results: 
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Some useful limiters in the ‘Refine your search’ bar are: 

• Limit to currently available items – will update the results to 

books where one or more items are available, this also includes 

E-Books. 

• Item type – selecting one of these will update the results to just 

display that item type - E-Books, for example. 

• Topics – lists the subject areas that items have been catalogued 

with. If you’ve got a very general search term this could help 

you narrow the results down. The options are listed in order of 

the frequency they appear. 

You might also want to try using the drop-down box, above the results 

and to the right, to get your results to display in slightly different ways 

– particularly if ‘Relevance’ isn’t displaying quite the results you were 

expecting. 
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Possibly the most useful is the publication date sort if you’re looking 

for books on your subject published more recently, but have an 

experiment with the others to see if they’re useful to your search. 

What does the information in an item record mean? 

Once you have found a title that you are interested in, a lot of the basic 

information you need to know about it can be found while you’re still 

in the results list. 

The title, authors or editors, and general publication information all 

display in this short record on the results list. 

The number of available copies is displayed next to ‘Availability’. In this 

example there are 2 available copies and 1 copy that is checked out:

 

When shelf browsing and self-selection of books is available, the details 

next to ‘Location(s)’ tells you which part of the collection the book is in, 

and the shelf number for where to find the title. 

 

In this example the book is located in the Main Collection, so on either 

floor one or two of the Library, and it’s call number (where to locate it 

on the shelf) is 300.72/MIL, so it’s on the first floor. 
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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. 

From this view of the item you can also place a hold and add them to 

your cart. Information on placing holds starts on page 25 and more 

details about the cart can be found on page 32. 

If you click the blue title/author link on the search list record you’ll be 

taken to some more in-depth information about the book. 

Information that appears in the detailed view, but not on the short 

record in the results list, include: 

• Hyperlinked subject terms – click on the blue text to see other 

books that were catalogued using the same term as they may 

be relevant to your search. 
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• Contents – if the item record had contents attached to it then it 

will display here. Not all books will have contents information, 

and none are hyperlinked – it just gives you a general idea of 

subjects covered in the book. 

 

• Item holdings tabbed box – gives additional information about 

the items, including its usual loan period in the ‘Item Type’ 

column on the left-hand side: 

 

The ‘Status’ and ‘Date Due’ columns toward the middle of this tab will 

tell you where the item currently is and, if it’s checked out, when it’s 

next renewal or return date is. Please remember that books will 



11 
 

continue to automatically renew, if there’s no holds on them, so if 

you’d like to view the book and all copies are checked out you should 

place a hold. 

 

In the ‘Call number’ column, underneath each shelf number is a blue 

hyperlinked text to ‘Browse shelf’:

 

Underneath the ‘Holdings’ box a shelf browser box will appear and 

display all of the titles that the Library holds that run sequentially in 

classification numbers – as if you were browsing a shelf: 
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The Library uses Dewey Decimal Classification which groups topics into 

similar numbered areas, so by scrolling left or right in the shelf browser 

you’ll see titles on a similar subject to your original title.  

Bear in mind that, like browsing an actual shelf, all the copies of a book 

will appear so it may take some scrolling to see different titles if we 

have a lot of copies of one particular title in stock. 

To be taken to the new book from the shelf browser, just click the 

cover picture or blue hyperlinked title underneath the cover to be 

taken to the record. 

• Right hand tool bar – like the item record on your search page, 

you can place holds and add an item to your cart from the right-

hand tool bar in an item record. 
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Other options in this tool bar are: 

Print – will print the item record as displayed on the catalogue. It will 

not print the book. 

Send to device – clicking this will open a QR code that will open the 

record on another device when scanned. 

Save record – provides options to save the record in different formats 

for exporting to a reference manager. If you use Mendeley, you can use 

the RIS file format. 

More searches – links out to other search options including Worldcat 

and Google Scholar. This linked search is based on the title, so the first 

results may not match the catalogue record you were originally looking 

at as books frequently share titles. 
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There are also icons underneath this menu where you can share the 

catalogue record in an email, on Facebook or on Twitter. 

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 ‘oadd01’: 

 

After clicking the ‘Go’ 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 generate in the 

default ‘Relevance’ order, so make sure you check all the pages by 

clicking the navigation options at the top or bottom right 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 cross-reference a copy of your 

reading list.                                                     

Once you have found a title that you are interested in, basic details can 

be found in the results list or by clicking the blue hyperlinked title.  

More information about what details are in an item record starts on 

page 8. 

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 ‘E-Book’ limiter option in the ‘Item Type’ 

section, in the left-hand ‘Refine your search’ toolbar: 
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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 is 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 E-

Books, available here: http://bit.ly/MJLhelp, but in general you will 

need to look for an ‘Institutional’ or ‘Shibboleth’ login option.  

You will then be asked to search for your University, which is 

‘University of St. Mark and St. John’ in these lists and once clicked the 

usual Marjon login box will appear where you can enter your username 

and password. 

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 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. 

http://bit.ly/MJLhelp
http://bit.ly/MJLhelp
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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’: 

 

The Library only has one print journal where these words are included 

in the title or keywords, but this search has also picked up a book 

because the words in the search also appear in that item’s record. 

You therefore need to click the blue hyperlinked title to get a bit more 

information about the journal. 

Once you’ve opened the detailed description, you’ll need to click the 

‘Title notes’ tab in the ‘Holdings’ box. 

This tab shows what years we hold e.g. this title we have in print from 

2002 to 2007 after that it is available electronically: 

 

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. 
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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:  

 

→ 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. 
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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 E-

Journals 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 log in to your Library account is your standard Marjon username 

and password. 

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 to your 

account’ in the top right corner:  

 

A popup will appear - as a Marjon member use the blue ‘Click here to 

login’ option, not the login boxes: 

http://bit.ly/MJLhelp
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The usual Shibboleth Marjon network login box will appear and you 

can log in using your Marjon network username and password. 

 

You’ll know you’re correctly logged in because your name will display 

next to ‘Welcome’ on the top right of the page. 



22 
 

 

To view your account, click your name at the top right of the page and 

a drop-down menu will appear. Click the ‘Your account’ option in this 

box:

 

On your account page, your current checkouts will display in a list in 

the middle of the page. If you scroll down, there is a toolbar on the 

left-hand side that has additional information you can see about your 

account. This is set to ‘your summary’ when you log in: 
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In order of this list the other sections are: 

Your charges – details any fees that have been added to your account 

and previously paid charges. This may be bills for replacement copies 

of lost books or replacement university cards. Library charges can be 

paid at the self-service machines or through the student pay portal. 

Your personal details – this is information provided to us by Registry 

and can’t be changed, if you think anything is incorrect on this page 

please contact Library Enquiries by emailing 

libraryenquiries@marjon.ac.uk but depending on the query we may 

refer you to the Student Records department. 

Your search history – if you run a search while logged in, or log in after 

running some searches and have the same tab open, this information 

will be stored here so that you can re-run the terms. You can also 

delete saved searches from this page. 

Your reading history – essentially your borrowing history. This page 

will show everything you’ve currently got checked out and everything 

you’ve previously returned. Because of this the same title may appear 

mailto:libraryenquiries@marjon.ac.uk
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multiple times in this list if you’ve borrowed it more than once, but 

you’ll know if it’s been returned as the date you returned it will appear. 

Your purchase suggestions – if you’ve made a purchase suggestion 

using the button on the front page of the catalogue, the status of your 

request will appear here. New suggestions can also be made here. 

Your lists – you can create private lists of catalogue items so you don’t 

have to run searches for them every time, if it’s something you might 

revisit frequently. So, you might want to create a list of all the books 

used for one essay, or all the E-Books on one particular subject. 

Your interlibrary loan requests - if you’ve made an interlibrary loan 

request using the button on the front page of the catalogue, the status 

of your request will appear here. New requests can also be made here. 

Renewing Books 

If you’ve been at Marjon before you may remember that you 

previously had to renew items when they were due.  

The catalogue will now automatically renew your items, if there are no 

reservations, so you won’t be able to renew items online as the system 

will give you the best date. You’ll get an email to your University 

address to let you know that you’ll need to return items that have a 

reservation on them. 

Reserving Books/Placing a Hold 
As it is impossible for the Library to stock one book per user, and 

because renewals are automatic, it is likely that you will need to 

reserve books at some point. 
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Currently the Library is operating a Click and Collect service to enable 

you to access print books – there is no shelf browsing/self selection of 

books from the open shelves available at the moment so you must 

place holds to access print titles. 

Your holds are generated on a list that staff will then pick and notify 

you of availability. Once you’ve had the notification email you’ll be able 

to come into the Library and issue the collected items to your account.  

At the moment the expiry date/last date for collection of your items 

will be listed in the confirmation email you are sent, this may differ 

from the information on your account, but you should go by the expiry 

date in the email. 

More information about Click and Collect can be found here: 

https://bit.ly/MJLClick  

How to Place a Hold – Single Items 

To place a hold for one item, make sure you are logged in before you 

begin – details about how to log in begin on page 20 

Once you’re correctly logged in, run a search using the search bar 

towards the top of the page for the item using Title, Author or 

Keywords. The left-hand drop-down defaults to Catalogue, so for 

placing holds you should leave this selected. 

 

https://bit.ly/MJLClick
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Once the results list has generated and you’ve found the title you’d like 

to look at, click the ‘Place hold’ option at the far bottom left of the item 

record box: 

 

You’ll then be asked to confirm your hold – just click the ‘Confirm hold’ 

button at the bottom left of this section – nothing else will need 

amending: 

 

Once the hold has been applied, you’ll be taken back to your account 

summary page with the holds tab open to display your new hold.  
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From this tab you can also cancel your hold if you no longer need the 

item, however you can only cancel holds from this screen if the item 

status is still pending.  

Once an item is available, if you need to cancel a hold just email 

libraryenquiries@marjon.ac.uk and staff will sort it for you. 

How to Place a Hold – Multiple Items 

If you’ve got a few items that you want to place holds on, you can place 

them individually but you can also put them all in your virtual cart and 

then place the holds in one go. 

If you’ve not already done so, log in at this point by following the 

instructions beginning on page 20. 

Run a search using the search bar towards the top of the page for the 

item using Title, Author or Keywords. The left-hand drop-down defaults 

to Catalogue, so for placing holds you should leave this selected. 

 

Once the results list has generated and you’ve found the title you’d like 

to look at, click the ‘Add to cart’ option at the bottom left of the item 

box: 

mailto:libraryenquiries@marjon.ac.uk
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When you’ve added all the books you want to place a hold on to the 

cart scroll to the top of the catalogue page and click the cart icon or 

text – there will be a number in white in a green box next to this, which 

indicates the number of items in the cart: 

 

A new popup will appear, which you can expand if you prefer, but to 

place holds first click the blue ‘Select all’ text towards the top left of 

this box. This selects all the tick boxes in your cart so you’re ready to 

place holds on all the items. 

Next click the ‘Place hold’ option towards the top right of this box: 
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The pop-up box will disappear and a list of the items you selected will 

be on the page. At this point you can double check and remove any 

items you don’t need before confirming. 

NOTE:  You can add items to the cart that can’t have a hold placed on 

them – E-Books, print journals and dissertations all fall into this 

category - but the confirmation list will flag these items for you by 

displaying the message ‘There are no items that can be placed on 

hold’ underneath the title: 

 

Scroll to the bottom of the list and click the ‘Confirm hold’ button at 

the bottom left of this list: 
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Once the hold has been applied, you’ll be taken back to your account 

summary page with the holds tab open to display your new hold: 

 

From this tab you can also cancel your hold if you no longer need the 

item, however you can only cancel holds from this screen if the item 

status is still pending. Once an item is available, if you need to cancel a 

hold just email libraryenquiries@marjon.ac.uk and staff will sort it for 

you. 

mailto:libraryenquiries@marjon.ac.uk
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Items will still be in the cart once holds have been placed, although the 

items will move of out of the cart once the session has ended as it’s 

just a temporary location. But if you have finished with them, you can 

clear the items by clicking the cart icon again to open the pop-up box. 

Click the ‘Empty and Close’ option towards the top right of this box and 

you’ll then be prompted to confirm that you want to clear the cart:

 

 

When you click ‘Ok’ the cart will empty, but your holds will remain. 
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Additional Functions 
The catalogue has some extra functions that you may find useful for 

collating and accessing resources. 

Cart 

The cart is a temporary ‘shopping basket’ that items can be added to, 

but items will be removed after session ends, so if you’d like items 

saved more permanently, you should create a List. 

Holds on multiple items can be placed by adding them all to the cart – 

details about adding items to the cart, and then placing a hold, begin 

on page 30 , but you can also add items to the cart to be emailed, 

downloaded, or printed as a group. 

Click the cart icon at the top left of the catalogue and a popup box with 

your stored items will appear. The sharing options can be found just 

above the list of items.: 

 



33 
 

Send – you’ll be prompted to enter an email address, and also given 

the option to add a message, and your list of items will be sent to the 

specified email address (check your junk box if it doesn’t arrive!). The 

list will also include direct links to the item on the catalogue. 

Download – another popup box will appear, and you’ll be asked to 

select your preferred file format to download the bibliographic details 

for exporting into a reference manager. If you use Mendeley you can 

select the RIS file format. 

Print – a new page will open and display a list with scant information 

about your cart items, which you can print, but more detailed 

information is sent to you if you use the ‘Send’ option to email the list. 

Lists 

If you’d like to save item records in a permanent place to refer back to 

later, you can use the ‘Lists’ option, which is located at the top left of 

the catalogue page. 

For example, you might want to save all the E-Book records for one 

particular subject, or all the books you looked at for one piece of work. 

To get started making a list, you must be signed into your account. 

After running a search, click the ‘Save to lists’ option that appears at 

the bottom of a record in your search results. 
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A new popup box will appear and asks you to add a name for your new 

list in the free text box. The category for lists can only be set to 

‘Private’. Once you’re finished click the ‘Save’ button at the bottom of 

this box to create the list and save the first item to the list: 

 

You can then keep adding to the list by clicking the ‘Save to lists’ option 

underneath each item, and the popup box will give you the option to 

save it to your existing list, or create a new one. 

You can access the lists you create by clicking the ‘Lists’ option at the 

top right of the page, and they’ll display under the ‘Your Lists’ heading: 
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You can remove items or delete entire lists from the ‘Your lists’ section 

of the page: 

 

Advanced Search 

If you want to refine your search results a bit more, there is an 

Advanced Search option that can be accessed by clicking the link 

underneath the search bar: 
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This page allows for additional limiters to be applied to your search 

terms, for example you could use the ‘Search for’ boxes to look for 

results from your terms that include a Keyword and Title and Author, 

or other combinations, by selecting the options from the left hand 

dropdown menus next to the search boxes. 

There are also options to search within a publication date range: 

 

Search History 

You can re-run your previous searches from the ‘Search history’ option 

at the top right of the catalogue. 

  

If you’re already logged in, Search History can be found by clicking your 

name at the top right and in the menu that expands underneath. 
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If you don’t log in your search history will only be saved for the length 

of your session, but if you run a search and then log in your search 

history will be moved into your account. 

From the search history page you can click on the blue linked text to re-

run the search terms, or delete search terms you no longer need: 

 

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. 

 

 

mailto:libraryenquiries@marjon.ac.uk


 

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 
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