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In this step-by-step tutorial, we’ll walk you through how to find our Online  

Library Catalog, how to log in to your Account, and how to use it!  If at any point 

you feel lost, you are always welcome to chat with one of our librarians! 

 

Let’s begin with locating our Catalog. 

 

By navigating to the Big Rapids Community Library website - 

www.bigrapids.lib.mi.us - you’ll be greeted by our banner and a list of different 

sections that you can explore: 
 

To get to the Catalog, you’ll find an icon of a yellow circle with a blue book inside 

it labeled “CATALOG.” Click on it. This will take you to the online  

Library Catalog. 

Click the icon 

“CATALOG” to 

go to the Online 

Library Catalog. 

How to log in to your 

Online Account 
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The next screen that you see will be the main page of the Library’s Catalog. 

Here you can search for specific materials, find recommendations, log into your 

account, and more!  

Let’s start off with how to log in to your account. 

First, you will locate the twin bars at the top right of the Catalog’s main page. 

In order to log in, you’ll need your  

Library Card. On the back is a long  

number beneath the barcode - this is your 

card’s number. 

 

Enter your card number into the first 

field. 

 

In the next field, you will need to enter 

your password. This is the 10 digit phone 

number related to your account. If you 

have a “231” area code, you can use the 

next 7 digits instead. 
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*If your account information has 

changed, you don’t have an account with 

the Library, or another issue occurs that 

you can’t log in, you may contact us via 

email (librarian@bigrapids.lib.mi.us) or 

by phone at (231) 796-5234. Our  

librarians will be happy to assist you!* 

 

Once you’ve entered your card number 

and password, click the “Log In” button 

beneath the two fields. 

 

 

After you click the “Log In” button, the screen will change and the two fields at 

the top right of the page will be replaced with two new buttons - “My Account” 

and “Log Out” - as well as the card number you are logged in under. 

Next, let’s explore your Account page! 

This is how your Account page should display. You’ll have different sections 

that you can navigate to and test out. 

The first section that automatically opens is the “Account Info” tab. Here you 

can change your address, phone number and email address as needed. 
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The next tab is the “Notifications” tab (below). This is where you can update 

your preferences on how you get notified for overdues, reserves, your 

checkout receipt, and if you want to receive the Library’s Newsletter! 

Next is the “Items Out / Renewals” tab (below). Here you can see which items 

you currently have checked out and when they are due.  

If you want to keep an item longer, check to see if it has a “Renew” button next 

to its due date - if it does, you can click it to easily renew the item. The list will 

then update to the new due date. If you want to renew all of your items, you can 

click the button at the top of the list, which will also tell you how many of the 

items are renewable.  

Some items are not renewable for a number of reasons: they’ve been placed on 

hold by another patron, they have been previously renewed for you and cannot 

be renewed again, or may be an Inter-Library Loan that you ordered through 

MeLCat. 

If you want, you can print this list, too! 

Easily renew all 

of your currently 

checked out 

items here! 

Individually  

renew select 

items that you 

want to keep! 
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Next is the “Reserves / Requests” tab! This is where you can manage materials 

that you may have placed holds on. You will see when you reserved the item, 

how many other patrons are waiting ahead of you for the material, and how you 

will be notified when the item comes in for you. 

(We’ll show you later on in the tutorial how you can place a reserve on items in 

the Catalog!) 

Near the bottom of this tab, beneath your list of holds, you will see three  

options: creating an automated hold list of specific authors, deferring your  

reserves, and requesting items. 

 

First, let’s talk about the Reserve Express! 

 

This gives you the option to automatically have holds placed on new books 

written by a list of popular authors, such as Lee Child or Nora Roberts. If you 

select an author, their name will then become bold to indicate your selection. If 

you no longer want to have holds automatically created for you, simply click 
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If you have reserves but won’t be able to come in to collect them - such as if 

you’re going on vacation, you need to bunker down for some serious studying, 

or already have a massive pile of books to read - you can defer them! 

All you have to do is click “Defer” and then enter the time period that you 

won’t be able to come in to the Library to collect items. We’ll miss seeing you, 

but we’ll know to resume your holds when you are ready! 

The next feature of the “Reserves / Requests” page is “Requests”! 

If we don’t have a material in our collection that you want and/or think we 

should have, you can tell us! 

 

Enter the title, the author, the type of item (book, audiobook, ebook, or  

video), and any other additional information that we need to know about it! 

Think of the “Additional Info” box as your “Library, I really like this book/

movie/thing and I want to get it from you and this is why!” space. 

 

Then hit the “Send Request” button. You’ll have a red alert box pop up on your 

screen telling you that the request was sent successfully! 
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Moving on to the next section on your account is the “Bookmarks” tab. 

Here you can view your list of bookmarked items (materials that you’ve found 

in the Catalog and you are interested in checking out in the future). This  

updates everyday so you can keep an eye on when materials are available or 

not.  

 

By clicking on a material, you can pull up its Catalog entry and easily place it 

on reserve, look at more detailed information about the item, or print the  

record! 

 

(We’ll show you later on in the tutorial how you can place a reserve on items in 

the Catalog!) 

The final section on your account page is the “History” tab (shown on next 

page). 

Here you can view a list of items that you’ve previously checked out and when. 

There is a drop-down menu where you can decide how long of a history your 

account will keep: everything until the end of time, or to erase after 1 year, 2 

years, or 5 years.  

You can also export the list to Microsoft Excel (if you’re one for spreadsheets)! 
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Moving on from your account page, we’ll show you the steps to search for and 

reserve items that you find in the Catalog! 

(The example below shows that no one is logged into their account, but if you 

stay logged in you can more easily place reserves without having to re-enter 

your login information.) 

First, locate the search bar in the upper left corner of the screen. 

You can enter anything into the search field to look for an item that matches 

what you entered. If you’re looking for a specific title, an author, or subject, 

you can click the drop-down menu next to the search field to make the search 

better match your required criteria. 

These are the search fields. 

The first is where you enter a 

keyword to begin your search. 

The second is a drop-down 

menu that makes your search 

more specific. 
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Notice the information on the right side of the listed items now showing on  

your screen after you hit the “Search” button. 

This part of the list will tell you the most important information: whether the 

item is available or not. 

Under the “Available” section are two labels: “BR” and “CC”. These are our Library’s 

branches. “BR” stands for the main Big Rapids Community Library building and “CC” 

stands for Crossroads Charter Academy. Unless you are a student at Crossroads, you  

cannot access their library’s materials. 

 

Take note of the colored bars beneath the labels. 

 

Items that have a yellow “1” beneath the “BR” label are currently 

shelved and available at the Library.  

 

If there is a red “0”, it means that the material is either checked 

out to another patron or it is a new material that has not yet  

entered circulation. 

 

 

Again, unless you are a student of Crossroads, you cannot request items from Crossroads. 

To make things simple, it’s best for regular patrons to ignore the second branch column 

altogether. 

 

On the next page we will walk you through how to place a reserve on an item. 
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For this example, we searched for the novel “My So-called Bollywood Life.” 

The result below appeared and, by clicking on the material, we are shown the 

detailed record of the item. 

The record shows that the Big Rapids Community Library currently has a copy 

on the shelf (indicated by the yellow “1” under “BR”). We can then click on the 

“Reserve this Item” button on the record. A pop-up will appear asking you to 

confirm your preferred form of notification. Then click “Place Reserve”.   

Now, all you have to do is wait! As soon as our librarians collect your reserved 

materials, we will send you a notice that it is available for pick-up! 

Please note that you can always place a reserve on an item whether it is  

currently shelved or not. For example, if we have items that are pre-ordered and 

have yet to be added to the collection, you can place a reserve and you will  

receive a notice as soon as it’s available! This same process applies to items 

that are already checked out by another patron. There will be some cases where 

you will have to be patient—popular books or films may have multiple patrons 

waiting for it! 
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Now that you’ve learned the ins and outs of logging in, managing your checked 

out items, and placing reserves, you may be thinking “What else is there?” 

Heading back to the main Catalog page you’ll see the “What’s Hot” section on 

the left and “Electronic Resources” on the right. These sections can help you in 

different ways: 

“What’s Hot” will show you what’s currently circulating through the Library. 

These are often our popular titles and it functions in the same manner as the 

availability section of the Catalog item records - an item in yellow is currently 

shelved and an item in red is checked out. 

 

You can also see what’s new to the Library and the “We Recommend” lists. By 

clicking on “We Recommend”, you’ll be taken to a page where our librarians 

have curated a variety of lists of different materials. Some lists are geared  

towards younger readers, mysteries and thrillers, special promotions, and  

personal favorites of our librarians! If you’re logged into your account while 

browsing these lists and if you find something interesting, you can bookmark it 

or place it on reserve! 

 

The “Electronic Resources” is a list of our online subscriptions and programs 

that you can use in conjunction with your library card. By logging in, you can 

access rbDigital, OverDrive, Axis360, search for materials on MeLCat, and 

more! 
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Congratulations! You’ve made it to the end of the tutorial! 

You’ve stuck through it and learned how to log in to your 

online account, search for materials, and make reservations!  

 

You’re one step closer to fully utilizing your Library! 

If you have any problems along the way, don’t hesitate to 

contact us - we’re more than happy to assist you! 

 

Happy reading! 

426 Michigan Avenue 

Big Rapids, MI 49307 

(231) 796-5234 

librarian@bigrapids.lib.mi.us 

www.bigrapids.lib.mi.us 


