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➢ Visit the College official website https://gcekbpatna.ac.in/ on the search 

tab and click on Library icon on the official website of college interface. 

 

 

 

 

 

 

 

 

 

 

➢ Click on OPAC (Online Public Access Catalogue) from the official 

library website. 

 

 

https://gcekbpatna.ac.in/


 

➢ Click on Outside Library for the main page to open. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1. Your Account  

Managing the patron's account from the OPAC.  

You must be logged in in order to view information about your account. Login name is your 

full name, e.g., firstname.surname [subhamkumar.sahu] and default password: 12345678 

 

 

When logged in, you can...  

• View items checked out  

• View items overdue  

• View status of and cancel holds you have placed  

• View fines you owe  

• Submit a change to your password  

• View your Reading History (also known as 'Checkout History')  

• Manage your purchase suggestions (view status and add)  

• Review and edit your lists 

  



Example of account homepage is below... 

 

 

Here's what the tabs do...  

Your Summary  

'Checked Out'  

➢ Click on the 'your summary' tab  

 

➢ Click on the tab 'Checked Out' to view the items you currently have checked out  

 

 

 

 

 

 

 

 

 

 

 

 

 



'Overdue'  

➢ Click on the 'your summary' tab  

 

➢ Click on the tab 'Overdue' to view ONLY the items you currently have overdue  

 

'Holds'  

➢ Click on the 'your summary' tab  

 

➢ Click on the 'Holds' tab  

 

➢ This will list all items you have on hold and their statuses  
 

➢ To cancel a hold, just click the 'Cancel' button next to the hold in question  

 

➢ You will be asked to confirm if you are sure  
 

'Fines'  

➢ Click on the 'your summary' tab  

➢ Click on the 'Fines' tab  

 

 

 

 

 

 

➢ For libraries that charge files, this will show you your total balance.  

 

➢ TIP: To see your entire account information click on the 'your fines' tab  

 

 

 

 

 

 

 

 

 



Your Charges  

➢ Click on the 'yours Charges' tab  

 

 

 

 

 

 

 

 

 

 
  

➢ This will list your account information (including credits and charges)  

 

Your Personal Details  

➢ Click on the 'your personal details' tab  

➢ If you add any personal details, you can add it. 

➢ Your profile information will be available for there. If you need any modification in 

your personal details, please contact library to make necessary changes. 

 

 

 

 

 

 

 

 

 

 

 



Change Your Password  

➢ Click on the 'change my password' tab  

 

➢ From here you can change your login information for the OPAC  

 

➢ TIP: Library staff cannot see or retrieve passwords for patrons. If a patron loses their 

password the only option is to have the library staff change the password from the staff 

client.  

 

Your Checkout History  

➢ Click the 'your reading history' tab  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Your Purchase Suggestions  

This will list all of the title suggestions and their order status  

➢ Click the 'your purchase suggestions' tab  

 

➢ From here you can view the status of each suggestion  

 

➢ If you'd like to delete a suggestion, check the box and click the 'Delete Checked Items' 

button  

 

➢ You can also add a new suggestion right from this page by clicking 'Add a purchase 

suggestion'  

 

Your messaging 

➢ If your library has the Enhanced Messaging Preferences and the Enhanced Messaging 

Preferences OPAC preferences set to ‘Allow’ then patrons will be able to choose which 

messages they receive from the library (with the exception of overdue notices which 

the library controls). 

  

 

 

 

 

 

 

➢ If you use an outside driver for sending text messages set with the SMS Send  

Driver preference, you will see an additional column to receive these messages as SMS 

(or text messages) and a field for a cell (or SMS) number. 

➢ If you are using the Email protocol for sending text messages set with the SMS Send 

Driver preference, you will see an additional column to receive these messages as SMS 

(or text messages), a field for a cell (or SMS) number, and a pull down listing cellular 

providers entered in administration. 

 

https://koha-community.org/manual/20.11/en/html/patronspreferences.html#smssenddriver
https://koha-community.org/manual/20.11/en/html/patronspreferences.html#smssenddriver
https://koha-community.org/manual/20.11/en/html/patronspreferences.html#smssenddriver
https://koha-community.org/manual/20.11/en/html/patronspreferences.html#smssenddriver
https://koha-community.org/manual/20.11/en/html/administration.html#sms-cellular-providers-label
https://koha-community.org/manual/20.11/en/html/administration.html#sms-cellular-providers-label


➢ These notices are: 

• Advanced notice: A notice in advance of the patron’s items being due (The patron can choose the 

number of days in advance) 

• Item checkout: A notice that lists all the of the items the patron has just checked out and/or 

renewed, this is an electronic form of the checkout receipt 

• Hold filled: A notice when you have confirmed the hold is waiting for the patron 

• Item due: A notice on the day and item is due back at the library 

• Item check-in: A notice that lists all the of the items the patron has just checked in 

Patrons can choose to receive their notices as a digest by checking the ‘Digest only?’ box 

along with the delivery method. A digest is a combination of all the messages of that type (so 

all items due in 3 days in one email) in to one email instead of multiple emails for each alert. 

Important 

You must choose a delivery method (SMS or email or phone) along with ‘Digest only?’ if 

you would like to receive a digest of the messages. 

Your Lists  

Patrons can keep their own private lists or create public lists to share with all visitors to the 

OPAC. This tab allows patrons to maintain their lists. 

 

 

 

 

 

 

 

 

TIP: When deleting your lists, you will be asked to confirm deletion of any list with items 

in it.  

Use 'Lists' to...  

➢ Create online Reading Lists for patrons  

 

➢ Create lists of 'Favourites'  

 

➢ Enable you to contribute to readers' advisory by creating your own lists and sharing 

them with the public  

 



Lists come in three varieties:  

➢ Private: Private Lists are just that- only able to be viewed and edited by the creator, 

but not by the public.  

 

➢ Public: Public Lists can be viewed by all, but edited only by the list's creator.  

 

➢ Open: Open Lists can be viewed by all and edited by all (logging in is not necessary). 

Open Lists will appear under the Public  

 

➢ Lists heading on the OPAC.  

 

Ask for a discharge 

➢ If you have enabled the use Discharge preference then patrons will be able to request 

a discharge via the OPAC. 

From here patrons can request a discharge 

 

 

 

 

 

 

 

 

And will receive confirmation of their request. 

 

 

 

 

 

 

 

  

  

https://koha-community.org/manual/20.11/en/html/patronspreferences.html#usedischarge


2. Search Result 

To search the OPAC you can either choose to enter your search words in the box at the top 

of the OPAC or click on the ‘Advanced search’ link to perform a more detailed search. 

 

➢ After performing a search, the number of results found for your search will appear 

above the results. 

➢ When you click on a title from the search results, you’re brought to the bibliographic 

detail of the record. This page is broken down in several different areas. 

 

➢ To the right of the details, you’ll find a series of boxes. The first box is a list of buttons 

to help navigate the search results. From there you can see the next or previous result 

from your search or return to the results. 

 

 
 
 

 



➢ Clicking ‘Browse results’ at the top of the right column will open up your search 

results on the detail page 

➢ Below the search buttons you’ll find the links to place a hold, print the record, save the 

record to your lists, add it to your cart or send to a device (using a QR code). 

➢ Another option that will appear on this right-hand side bar (if a library is allowing 

purchase suggestions) is the ability to ‘Suggest for Purchase’. Clicking this link will 

bring the user to the Purchase Suggestion form to fill out. 

 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 

if you facing any issue, please contact  the library staff 

 

For more details: https://library.gcekbpatna.ac.in/ 

 

 

Thank You... 

https://library.gcekbpatna.ac.in/

