USER GUIDE TO ACCESS LIBRARY THROUGH ORANGE PORTAL

» Log into My UPES: “https://myupes-beta.upes.ac.in” with your credentials provided by UPES IT.

» To access library catalogue (Web-OPAC) click on the “Library” link available on My UPES Beta
(Orange Portal) o
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Set Password to Access Self-Service RFID Kiosk Machine

» New users need to set their own password to access the self-service RFID kiosk machine for issue/return
of library material.

» Click on “Yes” and you will receive a link in your student email to set your password.
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Search Library Catalogue

e On navigating to this page, the user can search library collections by the following steps -

e Choose your search criteria from the “Library Catalogue” drop-down menu, put your desired search
term in “Search Here” box, choose your desired library from the drop-down menu and click on search
icon to get the result.
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Clinical pharmacy and therapeutics

by Walker, Roger [Ed.]| Edwards, Clive
Edition: 3rd ed.

Clinical
Phal cy

Publication detalls: Mew York : Churchill livingstone, 2003

: Mems lable for loan: Central LIBRARY (2) [Location, call number: HS3-2F-Lending Section £15.58 WAL, _]. Items avallable for reference: Central LIBRARY: Reference
Books (Mot For Loan) (1) [Location, call number: HS6-2F-Reference Section 415 58 WAL]J.

M FPlace hold = Save to lists ™ add to cart

Best Practices for Hospital and Health-System Pharmacy 2012-2013
by American Society of Health-System Pharmacists

Material type: [ Text

Publication detalls: ASHP ;

Online resources: E-BOOK - CLICK HERE TO READ

llabllity: Items avallable for refi E-Books Collection: Mot for loan (1).

Check Your Library Account

Hover your mouse on the home button this will expend other options
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e Summary option - you can see your check-out summary details (Number of books in your library
account, its due date etc.), total check-out history, holds history if any raised by you etc.
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e Change Password / Reset Forgotten Password - User may Change / reset their password to access the
self-service RFID kiosk machine for issue/return of library material.
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e Purchase Suggestion - User may suggest new required books or other library material.
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HOW TO RENEW BOOKS ONLINE

¢ Go to the summary page of your account and you will find the list of books in your library account.
Click on the check box that you want to renew and click on Renew Selected or Renew All button to
renew your desired books, present at the bottom left of the page.

e Check the due date of the document for further verification.

Note: Renewal is allowed only before due date and if there is no hold against the book.
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HOW TO PLACE HOLD ON BOOKS ONLINE

e On navigating to library page, the user can search library collections and put holds on the desired book by
the following steps -

e Choose your search criteria from the “Library Catalogue” drop-down menu, put your desired search
term in “Search Here” box, choose your desired library from the drop-down menu and click on search
icon to get the result.
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e (lick on your desired title to check its availability
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For any other technical issues, you are advised to create a ticket through the below mentioned process -



Service Request Creation

Log into MyUPES: https://myupes-beta.upes.ac.in with your credentials.
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The user needs to click on the “Service Request” option. This will navigate the user to the service request creation
page
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On navigating to this page, the user can see the list of their past service requests

To create a new request, the user needs to click on the “Create Request” button
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SR851PRO45 29-11-2023 15:49 All % Attendance % Attendance Missing Open Admin Admin 0
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e The user needs to select the category, subcategory, and fill out all the required fields that are populated. Choose
your option accordingly.
e The user can upload any supporting files and click on the “Submit” button to create the service request
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e Once the request is captured, the user can view the same in the service request list. They can view the details by
clicking on the “View” button
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Service Request : SR851PRO4S Department : All

Category : Attendance Sub Category : Attendance Missing
Student Id : 500117741 Module : Organizational Ethics
Programme : Master of Business Administration In General Date of attendance : 01-11-2023

Pending With : Admin Admin

Time Comments T Attachment Status T Comment By A d

e The user can add further comments by clicking on the “Reply” button. To save the comments, the user needs to
click on the “Submit” button
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e  Once the ticket is resolved, the user can view the resolution comments by clicking on the “Info” icon.

@ Alowed File extensions are - *jpg,* jpeg,.png.*.pdf,* docx.* doc,* xisx,* xis*.csv and max-size being *SMB

e The “Info” icon will show the status of ticket as open or closed.
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Service Request : SR851PRO45 Department : All

Category : Attendance Sub Category : Attendance Missing
Student Id : 500117741 Module : Organizational Ethics
Programme : Master of Business Administration In General Date of attendance : 01-11-2023

Pending With : Admin Admin

Time Comments i Attachment Status 4 Comment By A

29-11-2023 15:49 Need Attendance Ishika Sharma

e Ifthe status is resolved, the user can also reopen the ticket in case of unsatisfactory resolution by clicking on the
“Reopen Ticket” button.

Resolved Rajmani Arya o C

Reopen ticket

¢  While reopening the ticket, the user can provide additional comments
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