
WELCOME SCREEN 

 
1. Access the Library website.  For example: 

 
https://smartalec.smartalecprint.com/smartalec?ID=CPPLLA 
 

 
 
 
 
 
 
 
 
 
 
 

 

FIRST TIME USER   

 
1. From the Welcome Screen, click [First Time User]. 
2. On the next screen, enter a valid Email or Phone.   
3. If email or phone number is not entered, message will 

display: 

 
 

4. You can enter your library card and pin here if you 
have one, otherwise the system will generate one for you 
to use. 

5. Click [Submit]. 
6. Confirmation message will display when account is 

created: 

7. The ID and PIN will be sent to you either via Email or Text 
message.   

8. Make note of the ID and PIN.  You can now login with this 
ID and PIN. 

9. If incorrect information is entered, message will display: 
 
 

10. After successful login, the Account Info screen will display. 

 
 



LIBRARY PATRONS WITH A VALID LIBRARY CARD AND PIN WHO HAVE ALREADY REGISTERED 

THROUGH THE FIRST TIME USER PROCESS 

 
1. Enter Library Card and PIN to login at the Welcome Screen. 

 
2. After successful login, the Account Info screen will display. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

UPLOAD DOCUMENTS 

 
 
To Upload Documents: 
 

1. From the Account Info screen 
2. Click [Browse] 
3. Navigate to and double click the desired 

document 
4. Return to the Account Info screen 
5. Click [Upload] 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



6. File uploaded successfully confirmation message will appear. 
 
 
 
 
 
 
 
 

7. The file will be added to the list 
8. Click [Preview] to preview the document 
9. Click [Delete] to remove document from the list 
10. Go to a Print Release Station to release and print the document. 

 


