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Introduction
This guide will walk you through using the Maryland State Library for the
Blind and Physically Handicapped (LBPH) Online Catalog to:
 Access Your Account
 Find Digital and Print Materials
 Request Materials
This guide includes a Table of Contents, organized by headings, for quick
navigation through the document. Additionally, all images include Alt-Text
for full accessibility. Additionally, each section will have hyperlinks to refer
you to other parts of the document for additional information
Understanding Your Account
Accessing and understanding your library’s User Account is easy. Please
note that this section is broken into heading and subheadings that include
the following:
 Log In Information
 Your Account Information
o Account Summary
o Items Checked Out
o Titles on Request
o Titles on Reserve
o Magazine Subscriptions
 Contact Information
 Reading Preferences
 Reading History
 Log Out Information
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Log In Information:
To log into your account, please perform the following steps:
1. Navigate to the library’s website (www.lbph.maryland.gov):

2. On the left hand side of the screen, select “LBPH-Catalog:”
 To locate the library’s catalog, navigate to the heading
“Maryland State Library for the Blind and Physically
Handicapped.” It is on the left hand side of the screen.
 Directly under that heading, select the option that reads:
“LBPH-Library Catalog.”

3. Once selected, this links will direct you to the LBPH Catalog. The
direct link to the catalog is an alternative way to connect to the
catalog: https://webopac.klas.com/md1aopac/
The screen will be white with black/dark grey text. This is the
“home page” of the library catalog. From here you can execute a
simple search (arrow 1), see library announcements (arrow 2), and
log into your account (arrow 3).
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4. To log into your account, you will need to select “Sign in to place
requests or manage your account.” This is indicated in the
image above by the third arrow. The links is located in the upper
most right hand part of the screen and sits in a shaded box.
5. Once the above link is selected, you will be taken to the log in
screen. This screen is also white and with black/dark grey text.
The screen will have two boxes into which patrons can enter
information. The information needed will be your Username and
Password, both of which are provided to you by the library. If you
have forgotten your username and password, you may contact the
library or click the link provided on the web page for additional
assistance. Remember:
 Your Username is your Patron ID.
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 Your Password is the year of your birth.

6. Once you have logged in to your account, you will be automatically
redirected to the catalog home screen. Check the upper right hand
corner to verify that you are logged in. It should read “Welcome”
before indicating the name on the account.

7. You are now logged into your account. As long as you remain
logged in, you are able to view your account information, request
materials, and cancel material requests.
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Your Account Information
The information in your account is taken directly from the library’s
patron database. It contains information provided to the library
through:





Your application for service
Phone/email communications
Online requests from the Library Catalog
Your borrowing and request history

This information is retained and utilized to provide a unique and
pleasurable reading experience. You must be logged in to see
this information.
Account Summary Information
To view the Account Summary Screen:
1. Navigate to the “My Account” tab on the main screen.
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2. You will be taken to your Account Summary screen. This screen is white
with black/dark grey text and is primarily composed of hyperlinks.

3. Under the Account Summary Screen, you can view the following items:
 Items Checked Out
 Titles on Request
 Titles on Reserve
 Magazine Subscriptions
Items Checked Out
When you are on the Account Summary screen, you are able to
see items are currently checked out under your account. These
items are items include:
 Items that are currently on their way to you
 Items that are currently in your possession
 Items that are currently on their way to us (returning)
When you click on this link, you will be redirected to your
Reading History. The information is displayed in a default layout
of “Currently checked out items.”
Items on Request
When you are on the Account Summary Screen, you are able
to see items that are currently on request. When you click this
link, you will be redirected to your Reading History page. These
are the titles of books that you have requested. They may or
may not be immediately available. The information is displayed
in a default layout of “Items requested for checkout.”
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Information included on this page in the following columns:






Item listed in order of request
Title information
Status
Date Requested
Action Options

If you choose to delete a request, you will need to click the link
on the right hand side of the screen under the Action column.
The book will be removed from the list immediately. If this was
done by mistake, you will need to search for and re-request the
title that was removed.

Items on Reserve
When you are on the Account Summary Screen, you are able
to see items that are currently on reserve. When you click this
link, you will be redirected to your Reading History page. These
are the titles of books that you have requested either online, via
email, or over the telephone. When you reserve the title, you
are asking the library to give this title priority over all other
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requests, should the title become available. This is listed as a
Rush Request in the Book Basket. Each patron is allowed to
have 3 (three) items on reserve at any one time. This means if
you currently have 3 books on reserve, you cannot “rush”
request another item without removing a previous rush request.

Magazine Subscriptions
When you are on the Account Summary Screen, you are able
to see magazines and periodicals you to which you are
currently subscribed. When you click this link, you are
redirected to you Reading Preferences page.
ALL LBPH audio and Braille patrons are automatically signed
up for the Talking Book Topics magazine and/or Braille Book
Review. These items can be cancelled at any time by
contacting the library.
Patrons who subscribe to the National Library Service’s Braille
and Audio Recording Download (BARD) service will be listed as
having a “Magazine Subscription.”
Information found in this section will indicate the title of the
magazine or subscription service, the format that it will be sent
in, the date it was originally ordered, and the date it was last
sent to you.

Contact Information
When you are logged into your account, you are able to see the
information we have on file, under the Contact Information Link. To
access this information:
1. From the Catalog home screen, click on the My Account tab.
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2. You will be redirected to your Account Summary Screen.
3. On the left hand side of the screen is a link for “Contact Info.”

4. The information on this page is taken from your account with
LBPH. It will contain all past and present addresses, telephone
numbers, and email addresses. It will also have additional
information for alternative contacts. If you need to update this
information, you will need to click the link “Update Contact Info”
at the bottom of the page.
Update Contact Information
If you need to update your contact information, please click the
Update Contact Info link found at the bottom of the page. You
will be directed to page that will allow you to update your
information. The page is white with black/dark grey text. You
will need to fill out the text boxes with the following information:






Name
Phone
Email
Address
Note to the Library

Once you have completed this information, you will need to
click the “Send Update Request” button at the bottom of the
screen. If you click cancel, your changes will not be saved.
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Reading Preferences
Patrons can see their reading preferences under the Reading
Preferences screen. Your reading preferences are determined based
on your application, your requests via phone and email, and reading
history. In this section you have the following preferences listed out:
 Media Selections
 Likes and Dislikes
 Magazine Subscriptions
These items cannot be changed online. To make changes to this
information, you must contact the library via phone or email.
Media Selections
Media Selection are your interests in reading material. In this
section, you will see (in columns):








Format of materials to be sent
Status of material request
Last shipment date
Type of service that has been requested
Material limit for each media format
Amount of material currently out or assigned
Amount of material on reserve
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 Amount of material on request
Mediums
Mediums assigned to patrons include but are not
limited to the following:





Digital Book
Large Print
Equipment Accessory
Braille

Status
The status of a medium determines if you are currently
receiving the material requested:
 Active
 Inactive
Last Shipment
This indicates the last time this type of medium was
sent to you.
Type of Service
This section indicates what type of service you are
receiving for a given medium. With the exception of On
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Demand or List Only, all assigned service types are
sent automatically based on your likes and dislikes.
Service types include Nightly, Weekly, or Monthly. This
is the frequency with which the library will ship
available books.
Book Limit
This section indicates the maximum amount of items
that can be sent out under any given medium. This
limit is anywhere between 1 and 20 items, depending
on your comfort level.
Currently Out or Assigned
This section indicates the amount of items that are
either currently checked out on the account. This
includes:
o
o
o
o

Items that are currently on their way to you
Items that are being prepared for shipment
Items that are currently in your possession
Items that are currently on their way to us
(returning)

Reserves
This section indicates the number of items requested
as a reserve title. These are items that you’ve asked
us to prioritize.
Request
This section indicates the number of items requested
as a request title. These are items that will either be
sent on demand or when the next automatic shipment
is sent.
Likes and Dislikes
In this section of your preferences, which are broken out in
columns. The columns indicate the preference type, your
indicated, and your indicated dislike. Preferences that are listed
under likes and dislikes include but are not limited to:

14

User Guide for LBPH Patron Catalog







Languages
Reading Levels
Authors
Subjects
Narrators
Series

Likes
If you have indicated that you do like an author, a
narrator, or a subject, we will do our best to send you
those types of materials either automatically or upon
request. It should be noted that there are times where you
may receive items that may not seem to fit the mold.
These items were sent because the computer indicated
that they were similar to items you’ve read or have
requested previously. If you are sent something you are
not happy with, please contact the library.

Dislikes
If you have indicated that you do not like an author, a
narrator, or subject, we will do our best to not send those
types of materials unless you specifically request them.
However, while we do our best, there times when the
computer will select an item that may be on your dislike
list. If this happens, please contact the library.

Reading History
The information is displayed in a default layout of “Currently
checked out items.” The order of the information can be
changed by selecting the Browse dropdown box near the center
of the screen.
Please note if you change the information layout by choosing
another item from the dropdown menu, you will need to then
click the button “Browse Reading History,” which is found
directly below the dropdown box.
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The possible layouts include:
 Everything
 Your last items shipped
 Checked out items waiting to ship
 Currently checked out items
 Items requested for check out
 Items reserved for high priority check out

Understanding your Reading History:
Your reading history is kept by the library. It includes items sent to
you via the US Postal Service and BARD downloads. Items
downloaded to a mobile device are marked Returned when they are
deleted from your phone. We keep this information so that patrons
can review items they have read and reorder, and so that those on
automatic service to do not get the same book twice.

When you access your reading history it will show you the oldest
items first. To see your most recent items, you will need to go to last
page. Use the “Navigate Your Search” links to move forward or
backward through your reading history. These links are found on the
right hand side of the screen, directly under the Reading History page
information. You can scroll by page or skip to the beginning or end of
the document using the various links.
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Additionally, the screen is broken up into the following columns:
 Order of items requested (first, second, third)
 Title Information
 Status
 Date requested, assigned, sent, and returned
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Each individual title is given its own row on the screen.
Important note about the Status of an item. The Reading History
Screen uses abbreviations to indicate the status of an item:
 ASG means Assigned
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OUT means Out
RET means Returned
LOST means Lost
REQ means Request

Log Out Information
To log out of your account, navigate to the Sign-Out Link at the top of the
screen:

Click the link and you will be redirected to a conformation screen:

Searching for Books
There are many ways to search for a book, movie, or other materials; you
can run a basic search, advanced search, browse, or do a “quick request.”
All three possible searches are available to users without singing in to their
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account. However, signing in to your account will allow you to place books
on hold.

Basic Searching
To begin with a Basic Search, tab town to the “quick search” option.
You can also place your curser in the text box. In this example, we
are searching for books on “puppy.” Once you have the topic or title
you’d like to search, click the “search” button.

As with other broad topics, there will be many results. You can
choose to scroll down through the results, or you can choose to limit
your options and narrow your search results.
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Search Results
Understanding your Search Results is important. The
screenshot below shows the layout of the search result screen.
The Search Results screen is broken into rows and columns.

On the right hand side of the screen, the options for Refining
Your Search are listed in a column.
In the center of the screen, you have a second column that is
broken into rows. Those rows are sectioned out by each
individual title, complete with status of the materials. Using the
status information will allow you to determine if this is a physical
book that can be sent through the US Mail or if this is a book
that is available for download.
Navigating the Search Results
To navigate the search results, the screen can be broken down
into sections. Removing the Refining Your Search, the screen
is left with “Select Numbers,” “Title Information,” and Status.”
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Moving Between Results
If you are navigating between results and you’d like to
skip pages, go to the end of the list, or go back to the
beginning, you will need to use the icons pictured below.
They are at the top and bottom of the screen.

Select Numbers
Select Numbers or Select # indicates the number of the
book returned in a search. This lumbarization isn’t an
indicator of popularity or relevance to the search results,
but rather a numbering system to indicate the result
number out of total results.
Title Information
Title information indicates the title of the book, the author
of the book, year published, year translated to the format,
and format type. For additional title information, patrons
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can click on the title link and open a screen to the one
similar to the one below.
Full Title Display
By clicking on the title of a book, you will be taken to the Full
Title Display. On the title information screen blow, additional
information will be provided. In addition to the title, the author
name(s), the medium or format type, the title information screen
will provide the following details:










Annotation
Length of Book in Minutes (if audio)
Length of Book in Pages (if Braille)
Local Subject Lines (clickable for additional
materials)
Audience Notes
Local Subject Links
Narrator Information
Title Status
Download Link (if available on BARD)
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Title Status
Under the Full Title Display, patrons will find “Title Status.”
This information provides details on if copies are available
or if the titles are download only. For more information on
the various title status, see the Status section.
Advanced Searching
Refine Your Search
If you would like more control over your search results, you can
Refine Your Search by using the column on the left hand side
of the search result screen. Below, here is an example of a
search of “romance novels.” Here is how to narrow your search:
Start with looking to the left of the screen for the Refine Your
Search column:
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In that column, you will see the following categories:








Search Box
Recently Added
Medium
Availability
Language
Subject
Reading Level

When using the Refine Your Search tool, it is important to
remember that you are removing items from your search results
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when you click the blue minus sign. Take for instance, Recently
Added, found under the Refine Your Search column.

A better option, rather than removing or subtracting items from
your list, instead click on the “Within 1 month” or “Within 3
months” link. This will immediately narrow your results to
THOSE materials, automatically excluding older items.
A second example of this can be found in Availability. Rather
than removing multiple status to narrow down to Hardcopies
Available, simply click on Hardcopies Available and be
immediately taken to the results that are available locally, at the
library, and can be sent immediately.
Browse
If you are looking for book suggestions or prearranged lists, then you
will want to use the Browse feature.
To access the Browse feature go to the catalogue’s home page and
click the tab that says Browse.
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Once this link has been clicked, you will be taken to a page that
shows the start of curated lists. Some subjects include, but are not
limited to,:
 Recent Titles - these are titles recently added to the NLS
catalog
 Great American Read – these are titles that were part of the
Great American Read program
 Popular Titles – these are the most popular titles requested by
library patrons in the last month
 Locally Produced SHELF Content – these are talking books
that have produced at MD LPBH
 Children’s Books – these are titles that are listed as “child” or
“juvenile”
 Young Adult – these are titles that are listed as “young adult”
Once you select a list you’d like to expand, click the “See more”
link under the first four books displayed.

From there, you will be taken to a typical search results screen
based on the list selected.

Quick Request
If you have a list of Digital Book numbers and want to bypass
searching the catalog, then you will want to use the Quick Request
feature.
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To access the Quick Request feature go to the catalogue’s home
page and click the tab that says Quick Request.

Once this link has been clicked, you will be taken to a page that
shows a blank text box. In this box you will type the Digital Book
Number into the box, each number on its own line. Once you’ve
finished typing in the book numbers, click the Quick Request button
at the bottom of the box. These books are automatically added to
your request list. NOTE: You must include the full book number,
including the DB/BR/LP at the beginning of the number.
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Ordering Books
Your Book Basket
Adding Books to Your Book Basket
When you are ready to request a specific title to your request list,
you will need to add the book to your “book basket.”
From your Search Results page, click the title of the book you’re
interested in requesting. When you do, you’ll be taken to the “Full
Title Display.” At the bottom of the Full Title Display, you will see a
button that states “Add This Item to Book Basket.”
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Once this item has been added to your book basket, you will be
taken to the Book Basket automatically. There you will be able to
see the title information, any alerts regarding the title, be given the
ability to remove the title from your request list, or download the
talking book file.
You will also be given the ability to check out your requested titles,
clear your basket, or email your requests to a third party.
Removing Books from your Book Basket
If you no longer wish to request a book and would like to remove it
before checking out with your other materials, you will need to click
the “Remove” link under the Action Column on the Book Basket
page. It has been circled in the image below.
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Rush Request
Rushing a book is the same as placing an Item on Reserve.
This means that items selected will be shipped immediately, as
they become available. For those on automatic delivery, these
items will ship before you next installment. When you reserve
the title, you are asking the library to give this title priority over
all other requests, should the title become available. Each
patron is allowed to have 3 (three) items on reserve at any one
time. This means if you currently have 3 books on reserve, you
cannot “rush” request another item without removing a previous
rush request.
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Checking Out/Requesting Books
Once you have added all the books you’d like to request to your
book basket, you will want to open your book basket. You can do
this by clicking the link in the upper right hand portion of your
screen. Once you’ve opened your book basket, you will be
presented with a screen that shows all titles being requested. You
will click on the “Proceed to Check-Out” button at the bottom of the
screen.

Once clicked, it will indicate that the items have been added to your
request lists. Once books have been added to your request list and
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will be sent depending on availably/status of the material selected.

Title Status
Hardcopies Available
When you see this status listed, it means that the library has books
available to be sent immediately.
Variations on this status include “All Hardcopies Checked Out,” “In
Process,” and “Active.” These mean that the books have been
cataloged but the library does not have copies locally. If you add
these books to your request list, they will be sent if/when the
library receives a copy.
Download Only
If you see this status, it means that the library does not and will not
have any copies locally and they cannot be sent via US Mail. The
titles are only available through Download through the BARD
Service.
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Downloadable Talking Book/Volume Link
This link is found under the Status of a book, and will take patrons
to the BARD Service page where patrons can download either the
talking book or eBraille version of the book.
Contacting the Library
If you need to reach the library, you can do so the following ways. The
library is open Monday thru Friday, from 8:00 AM to 5:00 PM. Our
reference desk is open from 9:00 AM to 4:00 PM, Monday thru Friday and
is staffed by a librarian. If your call is not answered immediate, please
leave a message and the library will return your call the same day, in most
cases.





For book orders or account questions call: 410-230-2443
For general information or questions call: 410-230-2424
For Assistive Technology Training call: 410-230-2446
For machine repair and replacement call: 410-230-2427

To email the library: reference.desk@maryland.gov
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