Making Lists
Lists are a way for you to keep track of and organize library items. You can keep a list of books
and DVDs that you want to check out or a list of fantasy novels that you read in the last year—
the possibilities are endless!
To make a list, you will first need to put some items in your book cart. See our tutorial on the
Book Cart for more information about using your book cart. Once you’ve added the items to your
cart, click on the “My Book Cart” link in the top right hand corner of the screen.

Your book cart will look something like the picture below. To create a list, you must first select
the items that you want to add to a list by checking the box to the left of the item title. To select
all of the items in your cart, click the “Select all” link right below the “request it” button. Once
your items are selected, click “Save to list.”

Clicking on “Save to list” will display the following dialog box.

To add items to an existing list
If you want to save the items in your cart to a list that you have already created, select the list from
the dropdown menu and then click the “Add” button.

To add items to a new list
If you want to save the items in your cart to a new list, click on the “Save to new list” link at the
bottom of the dialogue box.

This will open up a dialogue box asking you for information about your list. Type in the title of your
list and a brief description. Once you’re done, click the “Create” button.

View your lists
To view your lists, go to your account by clicking on your name at the top right hand corner of the
page. Click on the “My Lists” tab on the menu on the left hand side of the page.

This will display all of the lists that you have created, along with their description and the date last
updated. The number of items on a list appears in parenthesis next to the list name. You can delete
individual lists by checking the box to the left of the list title and selecting “Delete Marked.” You can
delete all of your lists by selecting the “Delete All” button.
To view the contents of an individual list, click on the list’s name. Your list will look something like
this:

You can edit your list by selecting one of these options:

Delete All — This will delete all of the items on your list.
Delete Marked — Use this option to delete selected items from your list.
Export My Lists — You can choose to save your list to your computer, send it to yourself or
someone else via email, or open it as a printable version in your internet browser.
Move Marked — Use this command to move selected items to a new or existing list.
Change name/description — Change the name or description of your list.
Back to My Lists — Returns you to your account’s list of lists.

