
Checking Out Materials 
from the 

Richland Library 
 
 

 
1.  Go to richlandlibrary.com 

 
2. Click on the LOG IN / SIGN UP box in the top right corner of the screen. 

 

 
3. Enter your student ID number (Power School number) as your username. Your PIN is the 

month and day of your birthday using two digits for the month and two digits for the 
day.  For example, if you were born on July 4, your password would be 0704 (no slashes, 
dashes, or spaces).  Then click on the green LOG IN box. 
 

 
 



 
4. Search for materials by typing the title, author’s last name, or subject into the SEARCH 

box, and click on the magnifying lens. 
 

 
Once you enter a search, you will be given an option to use Advanced Search where you 
can narrow your options. 
 
 
 

5. Different icons are used to show you the various formats. 
 

 
 
 



 
 
 

6. Choose your format and click on the green FIND box. 
If you choose a format that involves streaming from Hoopla or one of the other services, 
you must log in to that service to access the item.  You would use your same Richland 
Library username and birthday PIN.  If it is a print book, DVD, or any physical item, you 
can put the item on hold and pick it up. 
 
 

7.  Click on the green HOLD box to place your hold and then choose a location. 
 

          



8. Click on the Location box and choose the best location for pick-up. 

Note:  Ask your parents or guardians where they want to 
pick up the items!!!  Let your parents or guardians choose 
the pick-up location. 

 
Next, click on the green PLACE HOLD box. 
 
 

9. To view your holds, click on MY ACCOUNT and then Holds. 
 

 
 



10.   For other services, such as video, audiobook, and magazine streaming, go to the main 
richlandlibrary.com page, and scroll down. 
 
You can access all of the services below using your Richland Library account username 
and birthday PIN.  Get permission from your parents first!!!

 


