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1.0 INTRODUCTION  
 
The online catalogue (OPAC) is a comprehensive source of  information on all resources 
available in the RIC library collection. It is a FINDING AID or a SEARCH TOOL to assist you in 
locating books of your interest.  

 This guide will help you to understand 

• how you  can perform searches on the Library (Online Public Access Catalogue – OPAC) 
•  how to interpret  the results  
• how to access your personal account.  
 

2.0 SEARCHING the  OPAC :  

      The OPAC will help you to 

a. Find theavailabilityand the location of any specificbooks you are looking for.  
• It will also tell you whether a copy of the book is available for borrowing  
• If all copies are on loan,  thenthe OPAC will allow you to reserve a copy. (Immediately when 

the copy becomes available you will be notified through e-mail.) 
 

b. Find all books on a SUBJECT or AUTHORof your choice.  
You can select the item/syou needfrom the resulting list and find theirlocation and 
availability for loan. 

 

 

The OPAC through the RIC Library at  

http://10.1.1.147/ within the Royal Institute Colombo  (RIC) Premises 

 

 

 

 

http://10.1.1.147/
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2.1BASIC SEARCH  (Simple search) 

 
• Do a simple keyword search by entering  one  word in the search box. eg. Enter ‘Wilson’ in the 

search box (see fig 1). The system will retrieve a list of books.  
 

 
    Fig 1 
 
The search on‘Wilson’has retrieveda long list of 16 titles (fig 2 -only top part of the screen is given 

here)).  

• The number of items retrieved is indicated at the top of the list.(By default they are  

sortedand arranged by relevance.However  depending on your preference,  you can sort by Title, 

Author, Dates etc. for easy tracing of the required items.) 

Note  the first item in the list ‘Cases and materials on Criminal law’. Following information 

are given. 

• Complete details of each book (author, Title, Edition, Publisher, copy right date etc.) 

• The  location of the book in the library- it is located  at 340 WIL in the shelf on 

CRIMINAL LAW 

• Total number of copies of the book  in the library collection (09 copies)  
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• Availability of each copy for loan and/or reference (02 copies  - checked out / 

02Reference copies / 05 lending copies ) 

• Facility to RESEARVE  a copy for borrowing (use the PLACE HOLD’ button) 

• Facility to SAVE  the record into a list for later use. 

 

 
Browse through the list and select the item of your interest and click on the titleeg. click on the first title.  

The screen gives information on the status of each copy of the book. Copy 1 in the list has been 

checked out and copy 2 is available for loan. 

 
 

 

Fig. 2.0 

 

How to borrow a book - You can borrow the book at the circulation desk (Submit your RIC  ID card which 

will serve as the Library membership card). 
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Reservation of a copy :On occasions that all copies of the  book have been checked out (except for 

reference copies),  then you can reserve the item by clicking on PLACE HOLD button. You will be asked to 

be logged into the system (see section 4.0for log ininstructions)to make the reservation. Once the item is 

returned to the library by the previous borrower, you will be informed to collect the item. Reservation 

can be cancelled by clicking on the CANCEL button if necessary. 

How to Narrow down a search 

At the BASIC SEARCH level, there are two ways to avoid long results lists. 

(a) A field level search and (b) multiple term search will avoid resulting with long lists. 

 

2.1.1FIELD LEVEL SEARCH  

• The   basic search offers the option to conduct  a more specific search by limiting your search to one 

field.Select the relevant search field from the drop down menu near the search box .eg. Search for 

books authored  by Wilsonon the Author search field. 

 

Fig. 3.0 

2.1.2MULTIPLE TERM SEARCH 

• When multiple words are entered in the basic search box a more specific search could 

be carried out. The systemby defaultcombines all terms with Boolean ‘AND’ so that 

records which include  all terms will be retrieved.  
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eg.Select the KEYWORD search field and enter the search  terms 

CRIMINAL  LAW/WILSON/5 Ed  

 

The system will combine all three terms with Boolean ‘AND’.  Note  the results. The search 

has retrieved the record of the item  matching the specific requirements. 

 

 

 
Fig. 4.0 

 
 

3.0 ADVANCED SEARCH 

For more specific searches usethe  Advanced search option. eg. Search for a particular title by a 

particular author  -CRIMINAL LAW (Title) AND WILSON (Author) .The Search screen for booksby  author 

‘Wilson’ with the title phrase ‘Criminal law’ in the title is given in fig. 5.0 
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Fig. 5.0 

 

See the results screen (Fig. 6.0). Four  records complying to the specifications of the search have been 
retrieved.Complete details with respect to each title including the following are indicated 

• location in the library , 
• number of copies available for Reference  
• number of copies available for Loan and  
• number of copies checked out. 

Note the status of lending copies in the first two titles in the list. 

• First title - ‘Cases and materials on Criminal law‘ hassix (05)  copies for loan. 01 copy has been 
checked out 

• Second title  ‘ Criminal law – 5th ed.’ 15 lending copies  have been checked out. Only one is available 
for loan Reference copies are available for consultation. If all copies are checked out you can reserve 
your copy by clicking on the  ’PLACE HOLD’ button. If you are not  logged into the system, you will be 
asked to log  in to reserve the copy.  See section 4.0 for log in instructions. 

The search can be further refined based on the shelving location or ITEM TYPE. 
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Fig. 6.0 

 
A Click on the title of your interest will open  anew screen  (fig. 8.0) with details on the status of the 

availability of each copy of this title (Only the first section of the results screen is given here.) 
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4.0  HOW TO USE MY ACCOUNT 

Log in to your personal Account by entering the your  username  (your ID number)  and password.  

At your firstLOG IN use ’ lib’ as password.   

• Once logged in, you can change the password.Use the facility given at the left side of the screen 
• You can make any changes to your user profile such as change of address, change of contact phone 

numbers etc.   
• You can  change the method/s  you receive messages from the system in relation to your loans. 
• You can also see a summery of the items  

o borrowed at present and their due dates to be returned,  
o any overdue items and the fines to be paid  
o the history of the items you have borrowed until now.  
o any  items you have reserved.  

 

 

***************************************** 

****** 


