
 
   

Renewing and reserving books 

 
When can you place a request? 
 

- If all copies of a book are checked out on loan. 
- You cannot place a request if a copy is checked in. 
- You cannot place a request before visiting the library so that the book is waiting for you. 

 
What happens after you place a request? 
 

- When you make the request, the catalogue will indicate what number you are in the queue for the 
item. 

- Please be aware that if, for example, there are 2 copies of a book and you are 3rd in the queue, the 
people who are 1st and 2nd will get the books before you.  

- When a copy of a book is returned to the library, it will be held on the reservation shelf behind the 
issue desk for you to collect. 

 
Holding periods: 
 

-  Standard loan – 7 days 
-  Weekly loan - 7 days 
-  3 day loans – 3 days 
-  Short loan - cannot be reserved 

  
You will need to check your library account regularly to see if anything is waiting for you to collect. 

 

 

In the title record for the book 
you want to reserve, click on 

‘Place hold’ 



 
Renewing items 
 

- You can renew items yourself through the Library catalogue – its available online at 
http://www.ucpmarjon.ac.uk/facilities/library/librarycatalogue/ so you can renew items from home 

- You need to follow the link from the above webpage, and then log into your account  
- Please note if you have over £5 of fines you will need to contact the Library on 01752 761145 
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Click on place hold to 
make a request 

Enter your student number in top box, and 
enter your PIN in the bottom box.  

Your default PIN is CHANGEME 

Then click on the  
‘My Account’ tab 

You can either select 
specific items using the 

tick boxes 

Or you select to 
renew all your items 

Make sure you press the button & note down the new due dates! 

http://www.ucpmarjon.ac.uk/facilities/library/librarycatalogue/

