
ONLINE SERVICES 

GUIDE 

 

 
 

 
Discover how to use BCB’s 

online services learning to 

manage your loans. 

 

ACCESS TO PERSONAL AREA  

How to access 
With the card released by the Library, you have a personal space on the website to enjoy a lot of 

services. 

 

To enter your personal space, click on the LOGIN button located at the top right corner of the 

Homepage and then input your credentials, which are: 

  USER CARD: number displayed on the card without leading zeros 

  PASSWORD: An 8-character password that consists of both letters and numbers. 

N.B. Upon your initial login, your password will be your date of birth formatted as DD/MM/YYYY. 

After this, the system will prompt you to create a “New Password” of your choosing for future 

logins, as well as a security “Question” with a corresponding “Answer” in the event that you 

forget your password. 



 

Alternatively, you can access your account using SPID/CIE by clicking on the designated blue 

button. 

Warning: after logging in using SPID/CIE, this will be the method for all future logins. 

 

PERSONAL  SPACE  MANAGEMENT 
Once you are logged in, you can carry out the following actions and utilize the following services 

to modify your profile and oversee your personal area. 

 

 

PERSONAL INFORMATION 
 

From this location, you can add the PHOTO and NICKNAME that will appear when you leave 

comments on books you have read or films you have watched (for guidance on how to insert 

comments, refer to the page How to insert a comment). 

You can also modify certain personal information (e.g., create a new password). 



 
 

MESSAGES 
The Library may send you notifications within this space or through email to inform you of 

events that may interest you or to provide service information (such as holiday closures). 

In this section, you will also discover automated notification messages for services activated 

online (e.g., for a title purchase suggestion, for canceling a reservation, links to re-download an 

ebook requested on loan, etc.). 

 

 

 

LIBRARIES TO WHICH YOU ARE 

SUBSCRIBED 
In this section, you have the opportunity to mark your preferred library or libraries with a star. 



You can also track your user status in each library, as the space indicates any expiration of your 

loan authorization (in this case, refer to the FAQ I can't access my personal area in the 

Catalogue. What's the problem? for guidance on how to renew your loan rights) and any 

suspensions of authorization due to delays in returning documents. 

 

 

 

CURRENT AND HISTORICAL 

BORROWINGS 
In this section, you can review the list of active and past loans, pending reservations, and loans 

that are nearing expiration for renewal. 

For guidance on submitting loan requests, please visit the How to Request a Loan Resource 

page. 



 
 

PERSONAL READING CATALOGS 
Here you can find the titles you have chosen from the results generated by your searches. 

 
For guidance on creating lists of titles and storing them in your personal space, please visit the 

page How to build a personal reading list. 

 

 

 

RESEARCHES 



In this section, you can access the searches you have saved for future use, ensuring that you 

consistently receive updated results. 

For guidance on saving searches in your personal space, refer to How to Save a Search in Your 

Personal Space. 

 

 

 

PERSONAL COMMENTS 
In this section, you can review the comments you have submitted and modify them. 

 
For guidance on adding comments to books you have read or movies you have watched, please 

visit the How to Add a Comment page. 

 

 

 

PURCHASE RECOMMENDATIONS 



You may recommend to the Library the acquisition of titles that it currently does not possess. 
 

 

 

RESERVATIONS 
In this section, you will find a list of reservations for documents that are currently on loan. 

 

 

HOW TO ADD A COMMENT 
You have the ability to evaluate the books you have read and the movies you have watched. 

 
It is adequate to begin with the title information, where you can provide a rating using stars and 

add a comment, attributed to your name or a chosen nickname. 



 

 
By clicking on SAVE, the rating and comment text are stored and become visible to all other 

readers of the Pole. 

The comment will also be displayed on the BinP portal homepage. 

 
The comments added are always retrievable from the personal space, where they can be 

modified or deleted. 

 

APPLICATION PROCESS FOR A LOAN 
To obtain the title of a resource, click on the LOAN REQUEST button. 



 

To finalize the loan request, you need to log into your personal space using your credentials (for 

details, refer to the How to access section on the Online Services Guide page). 

Upon logging in, a confirmation message from the library will be displayed. 

 
To verify the Library's opening hours, simply click on the Library's name or the INFO icon. 

 
All bookings and statuses of active loans are displayed in the LOANS AND CONSULTATIONS 

section of the personal space. 

Once the loan request is submitted, the document is held for the user for one working day, 

during which they can visit the Library to collect it. If the document is not collected within three 

days, it will be made available to the public again, and a new loan request will need to be 

submitted. 

 

HOW TO CREATE AN EXTENSION 



From your personal area, you can independently renew the loan of documents that are nearing 

expiration. 

The extension delays the due date by 30 days for books and by 6 days for DVDs. An extension 

can be requested for each item on loan, provided that the item has not been reserved by other 

users in the interim. 

In the LOANS AND CONSULTATIONS section, you can view the active loans: alongside each 

document, in addition to the expiration date, there is also the date that indicates the start of the 

option to extend the loan. 

 

When there are 10 days remaining until the loan expires, the EXTEND button will replace the 

previously mentioned date: by clicking it, the user can extend the expiry date. 

 

HOW TO CREATE A READING LIST 
First, you must log in to your personal account using your credentials (for details, refer to the 

How to log in section on the Online Services Guide page). Next, search the catalog for a title 

that interests you. 

 
Starting from the chosen title (either from the details or from a list of titles), click on MY LISTS: 



 
 
By selecting the drop-down menu, the lists previously created by the user will be displayed: by 

choosing an option from the list and clicking on CONTINUE, the title will be added to the 

appropriate existing list. 

 
Alternatively, you can generate a new list to insert the title. 



 

 
When creating a list for the first time, it is necessary to define the title. 

 
A list can remain private, making it visible only in your personal space, or it can be made public, 

allowing it to serve as a suggestion for other readers. 



 

 
The list that has been linked will be displayed above the chosen title. 

 

 



You can subsequently add another title to the same list. 

 
A compilation of the created lists is consistently accessible in the personal space. 

 

HOW TO STORE A SEARCH IN YOUR 

PERSONAL AREA 
You have the option to save a search in your personal space, allowing you to relaunch it later 

and consistently receive up-to-date results. 

To begin with, you must enter your personal space using your credentials (for details, refer to 

the How to access section on the Online Services Guide page). 

Upon logging in, the search will commence with the specified criteria. 

 
Above the list of search results you have generated, a + icon is displayed. Simply click on the icon 

to save the search to your personal space. 

 

The saved search can subsequently be accessed in the designated section of the personal space 

and reinitiated from that location at a later time. 

 



HOW TO LOCATE INFORMATION 

ABOUT THE LIBRARY 

AND ON ITS SERVICES 
 

 

OPENING HOURS AND ACCESS 

INFORMATIONS 
If you would like to find out the Library's opening hours, addresses, contact details, or any 

information regarding registration, forms, and service fees, users can click on the button labeled 

OPENING HOURS AND ACCESS INFORMATION. This button includes various sections that can 

address any informational needs. 

 

 



SERVICES AND ACTIVITIES 
If the user prefers to learn about the times and methods of lending or to gather information 

regarding other services and activities offered by the Library, they can click on the relevant 

SERVICES AND ACTIVITIES button, from which they can then choose the option that suits their 

needs. 

 

 

 

ASK THE LIBRARIAN 
By selecting the ASK THE LIBRARIAN button, users will be taken to a page featuring the most 

commonly asked questions regarding access to and utilization of Library services, along with 

their corresponding answers. 



 

 
If a user has a question that is not addressed by the FAQ, they can submit their inquiry by 

clicking on the phrase "Send your request" and completing the relevant form. If the user is 

registered with the Library, they will find the response in their personal area under the 

"Messages" section; otherwise, they will receive an email at the address provided in the request. 

 

DISPLAY WINDOW 
From the homepage of the site, you can explore titles curated by library staff. 

 
The "New Arrivals" section features the most recent acquisitions by the Library. 



 

 
In the “Bibliographies” section, users can discover titles recommended by librarians that pertain 

to a particular topic or author, or to a specific event or anniversary. These selections are updated 

periodically and are chosen from the documents available in the Catalogue. 

 



By choosing the “Easy Reading” option, the titles accessible for users with reading challenges 

(dyslexia, visually impaired individuals, etc.) will be displayed. 

 

 

 
The “Thesis” entry pertains to the academic works submitted to the Library. 

 

HOW TO SUBSCRIBE TO THE 

NEWSLETTER 
From the Homepage, in the NEWS section, you can keep track of news pertaining to the Library 

and the broader cultural landscape. 

 



By clicking the “BCB NEWSLETTER” button, you can subscribe for free and independently to the 

Library Newsletter. Through this newsletter, users will receive periodic email updates on 

initiatives promoted and organized by the Library, as well as official communications. 

 

THE TREASURES OF THE LIBRARY 
On the Homepage, within the “Library Treasures” section, by selecting the appropriate box, 

users can access information regarding the Special Collections held by the Library, with 

documents available for on-site consultation in designated rooms (subject to request and 

authorization from the Library). Additionally, some documents can be accessed online in the 

section devoted to the “Digital Library.” 

 


