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Rodney A. Briggs Library 
  
INTRODUCTION TO USING THE LIBRARY 
 
SUMMON 
is the catalog for Briggs Library with over 200,000 items in the collections. You can link to the 
catalog from the library home page. There are two ways to perform the basic search: keyword 
or browse. 
 

 

Use Keyword Search 
when you are unsure of 
exactly what you are 

Limits the fields where 
you search (general looks 
in the entire record). 

Use Browse when you 
have exact information to 
look for (i.e. you know the 
title, author, etc.) 

 
 

Keyword v. Subject 
 

Keyword: appears in the text of the catalog record, but depending on the word you 
might receive a number of unrelated items 
Subject: part of a controlled vocabulary, so if a search for a subject does not return 
the results you wanted, it may be because you aren’t using the exact term 
 

 
If you are interested in additional specificity to your search, you can use the Advanced search in 
Summon (also available in MNCAT). At the top of the catalog, click on the link labeled 
Advanced. 
 

 

Click here. 
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You can search a multitude of fields including keyword, title and author and limit your 
searches to specific languages, format, location, or publication year. 
 

 
 
 
Finding a book 
A list of the catalog records allows you to determine which libraries have copies of the book. 
 

 
 

But how do you determine if the book is available for checkout? Click on the link following the 
word Availability. 
 

 

One version available in 
Morris. 

Two copies available in the 
Twin Cities (TC). 

Click here.
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The Availability link takes you to a holding record. 
 

 
 

 
Reading a call numb

ry uses the Library of Congress clas fication system for labeling its books. Each 

ooks cataloged using the Li Congress classification system are grouped by subject, so 
ll books in PR are related in that they are English (British) Literature. The following number, 
052.Y2, indicates further definition of the subject (A.S. Byatt). The next line, P6, usually 

st Floor ........................A – M; poetry (McGinnis Room) 
nd s, CDs, DVDs, videos, best sellers 

, curriculum materials including juvenile fiction and non-fiction 
rchives 

 a book is checked out, and you need it, you can recall it.  

er 
Briggs Libra
p

si
ortion of the call number indicates a piece of information.  

 
 
 
 
 
 
 
 
 
 
B brary of 
a
6
indicates the author’s last name. The final number is the publication year. 
 
 
ocation of materials L

1
2  Floor .......................Reference books, print journal
3rd Floor........................P & Q
4th Floor........................R – Z, government documents, A
 
 
Recalls 
If
 

 
 
Click on the link Get It/Recall. If you are not already logged into your library account, you will 
be asked to do so. Type and password to gain access. in your user name 
 
 
 

PR Read alphabetically. 

6052 
.Y2 
P6 

 2001

Read as a whole 
number. 

Read as a decimal. 
Read as a whole 
number. 
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You will then need to submit your request. (Delivery location is set to Briggs Library).  
 

 
 

After submitting your request, you will receive a confirmation notice. 
 

 
 

When the recalled book is returned to the library, you will receive an email indicating the book 
is available for pick up at the library’s circulation desk. 
 

e, the person who has the book is 
allowed to have it for at least 14 days before having to return it. This insures patrons are 

 
 
 

o
ou can access Your Account from the library home page or the catalog. Your Account allows 
ou to see what you currently have checked out, some ILL transactions and any fines or holds 

 
While you may submit a recall request at any tim

able to make use of the item before having to turn it in.  
 
If it is past 14 days, the patron has 7 days to return the item before fines will be assessed. 

Y ur Account 
Y
y
on your account. 
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By clicking on the Checked Out (renew items here) link, you will be taken to a list of items 
checked out to you, including ILL items. From there you can choose to renew specific items or 
renew everything you have checked out. If an item cannot be renewed you will receive a 
message at the top of the page indicating so. 
 

 
 

When you are done, don’t forget to log out by clicking on the Log Out link at the top of the 
page.  
 

 
 

Click here to 
renew items. 

Click here. 
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Other Catalogs 
Another catalog, MNCAT, allows you to search all of the University of Minnesota catalogs. It 
offers the same functionality as SUMMON and is also available from a link on the library home 
page. Advanced searching is also available. 
 

 
 
If you are unable to find the book you desire in either SUMMON or MNCAT, you can 
also look in WorldCat, a catalog of hundreds of libraries from around the world. 
 

 

Search for multiple 
fields at once, 
including keyword, 
author and title. 

Can limit search to specific 
year, language or material 
t  

 
 Can view search parameters in a variety of languages. 

Results appear in the cataloging language. 
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