
How to Koha
#Searching in the catalog

and ordering media



Please log into your account on https://catalog.americanacademy.de/. 
Enter your username and password. 

https://catalog.americanacademy.de/


Once you are logged in, you can start your search. You can search the catalog
by different categories using the main search bar.



For example, you can search for a specific author (e.g. “Kehlmann“) and the
search will return all titles written by this author which the Academy holds.



You can then choose the title you are interested in and place a hold on it.



You can also click on each title to view more information (call number, 
location in the library, etc.). You can also place a hold on this window.



Once you click on “place hold“, you need to confirm your request.



The hold will now appear in your account, where you can also cancel the
hold or see the status.



The library staff will take care of your
request. You will receive a notification via 
email once the title is checked out.

It will be delivered (either to you
personally, or) to your pick-up shelf.



The title will now appear as checked out in your account.



You have to inform the library staff, if you have taken books from the shelf
directly. Please use the library catalog primarily and order books there. 
However, if you needed a book immediately, there are two ways to let us know:



1) Place a hold in the catalog and add a note while confirming:



Another way to search the catalog is advanced search. Here you can
specify what you are looking for.



You can combine differnet keywords and/or specify the categories
(author, title, subject, etc). You can also select the item type.



Once you click on a title, you can see the subjects of the title as tags. You can
click on the tags to view similar titles. 



You can now see similar titles that have the same subject tag.



You can also search for specific subject directly in the search bar by
using the command su:“subject“, for example:



Let‘s have a look at the homepage of the catalog.



On the homepage of the catalog, you can find specific collections
(books by current fellows, alumni books, etc.). When you click on one
of the collections, a list will appear. 



You can scroll through the list and place a hold on any item you wish to order. 



The institutional bibliography list will show you all titles that were
written at the Academy. Again, you can place a hold on any item.



You can also look for books written by a specific class of fellows. You can
do this by either clicking on the tag if you happen to know any of the
fellows from this class and click on one of their titles.  



Or by using the subject command in the search bar, for example su:“Fall 2015“.



Now you can order any book from the Academy‘s
holdings you would like to read!

If you have any questions, we would be glad to help you: 
library@americanacademy.de (#133 Ilya and #134 Anna)

mailto:library@americanacademy.de
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