
 

KCA UNIVERSITY LIBRARY CATALOG GUIDE 

Open public Access Catalogue (OPAC) 

The Open Public Access Catalog (OPAC) is an online database that provides information on 

information materials held in the Library, location on the shelves and their availability. 

This guide allows you to understand how to:  

a. Access the library OPAC 

OPAC can be accessed through the Library website via http://opac.kcau.ac.ke. The 

catalogue can be accessed on and off campus. 

b. Conduct either a simple or advanced search as well as interpret the results 

c. Renew an item on loan 

d. Place hold/reservation 

e. Access your individual account (change password, see penalties if any etc.) 

 

Below is the OPAC home page: 

 

http://opac.kcau.ac.ke/


 

Searching for information resources in the library 

OPAC enables you locate an item of which either author, title or subject is known. 

There are two options of searching provided: 

• Basic search 

• Advanced search 

Basic Search 

A basic search box appears at the top bar once you open the library catalogue. The Simple 

Search is a keyword search; the catalogue will retrieve results that include the search term(s) at 

any field in the record. Basic Search also offers options for searching by Title, Author, Subject, 

etc. For instance, if you wish to find material about accounting, your search will be as follows: 

 

Once the results are displayed, click on preferred title to verify location and availability. 

 



Select the item you prefer. The results will be as below. The bibliographic details of the book are 

displayed including the call number and status of the book (either available, checked out, 

withdrawn/lost etc.) 

 



 

Advanced search 

To conduct a detailed search, click on the “advanced search” button which allows you to 

combine keywords using Boolean operators (AND, OR, and NOT) to limit your search results 

and get a specific item. Click on the ‘‘more options’’ tab to proceed. 

 

• AND is used to narrow the results to only those records that contain both search terms: 

e.g. (accounting AND information AND systems) will only produce results of items that 

relate to the three terms. It aims at being specific. 

 
 

•  OR is used to expand the search using like-terms: e. g (women OR gender OR 

development) will produce results for each of the three terms. 



 
• NOT is used to exclude an element from the search set: e.g. (leadership NOT logistics) 

will produce results relating to “leadership” but exclude those items on “leadership” that 

relate to “logistics”. 

 

Additional Fields/Limits 

 

The Advanced Search page also shows the multiple kinds of limits that can be applied to your 

search results: 

 

a. Item Type 

You may limit your search to the Item Type for example, books, CD-ROMs and journals. 

 

b. Date Range 

For date ranges, you will type the year range (2010-2022), or you could also use "-2000" for 

everything published in and before 2000 or "2008-" for everything published in 2008 and after. 

 



 
 

Renewing an item on loan 

Borrowed Items may be renewed on or before the due date. This may be done through: 

a. User’s online self-service 

b. E-mail requests to the Library 

c. Face to Face Request through the library circulation desk. 

 

Online Self Service 

To renew/ extend loaned items, borrowers should follow the following steps: 

a. Visit the library online public access catalogue (OPAC) http://opac.kcau.ac.ke/ 

b. On the OPAC home page, Log-in to your account. The student/ staff University ID number 

without the slash (/) is the username e.g. 1700540 and password is the national ID /Passport 

number (whichever was used during registration. Upon successful Log-in, OPAC will 

display a list of items that are currently checked out with the user’s account including details 

on items Title, Author, Date due and Renew Options. 

c.Tick (√) against the items you wish to Renew on the Renew Column and then Click Renew. 

If you desire to renew all the loaned items, then click on renew all. 

d.The system will automatically generate a new date(s) when the item(s) is supposed to be 

returned. 

 

http://opac.kcau.ac.ke/


 

 



 

E-mail Renewal Requests 

Users can write an email with details on an item(s) they wish to have renewed. Details on Title, 

Author and Call numbers of the item(s) MUST be quoted. Such request will be disregarded if 

the item cited is already overdue and so such mails should be written on or before the due dates. 

 

Face to Face Request 

Where the first instance of online self-service is not possible, the user can visit the library 

circulation desk with identification Card and have the librarian extend the loan period. 

 

NB: The system will not renew an item in the following three circumstances: 

i. If another library user has placed a hold/ reservation on it. 

ii. The item is already overdue 

iii. The user has exhausted the renewal chances under the same item (Some items can be 

renewed once and others twice) 

 

 

Place hold/reservation 

 

If an item the user requires is already on loan to another user, one may place a reservation/hold 

on it. To do this, follows the following steps: 

i. Login to your OPAC account on http://opac.kcau.ac.ke/ 

ii. OPAC Search for items on the search bar and select the item you wish to hold/reserve 

iii. After the item is retrieved, click on the Hold option on the right side of the displayed 

page and then follow the confirmation prompt by the system. 

 

 
 

http://opac.kcau.ac.ke/


 
 

 

When the item is returned, you will receive an e-mail informing you that your reservation has 

been filled and that you should pick up the item from the Loan/Return desk at the library. 

Reserved items will be held at the return/loan desk for a maximum period of 48 hours after which it 

will be re-shelved or circulated to the next waiting customer. 

 

Access your individual account 

You can log into your account and access your personal information from any computer/ mobile 

device, on or off-campus. Your user Name is your student number without the forward slash (/) 

e.g. 1100051 and the password is your national ID number or Passport number whichever 

was given during registration. 

Once logged in, you can see your account summary including number of items borrowed, when 

they are due (overdue items are highlighted in red, fines/ overdue charges, personal details 

(name, contacts, user category and campus library) change password, checkout history as well as 

purchase suggestions. See the screenshot below:  

 

 

 



 
 

 



 


