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This guide covers enabling, viewing, and printing checkout history. 

To abide by privacy laws, RSA encourages its members to have patrons turn on Checkout 
History themselves in RSAcat even though the option to turn on checkout history is 
available in WorkFlows. 
 
 

Enabling Checkout History 
 

Patrons can turn on checkout history in RSAcat. They need their library card number and 
PIN. Once checkout history is enabled it will be visible in WorkFlows. 
 
In RSAcat login to My Account by entering library card number and PIN. 
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In the Personal Information tab, choose the Preferences section. 

 
 

• Choose ‘Record my checkout history’ to start tracking checkouts. This will only 
track checkouts from the time it is enabled. It will not show any history from before 
this date. 

• Choose ‘Show my checkout history’. This must be selected to be able to view items 
that have been checked out.  

• Choose Update to save changes.  
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View Checkout History 
 
In RSAcat My Account, under the Checkout tab, Choose Checkout History. Use the arrow 
keys on the column headings to sort columns. 
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Printing Checkout History 
 
When viewing Checkout History, sort a column in desired order. Sort by Title to have an 
alphabetical list of titles. Sort by Author to group checkouts by author. Books, movies, 
audiobooks, and other items are listed without regard for item format. 
 
Once sorted, place the cursor near the column heading Title and use the mouse to 
highlight the list of items. If it’s a short list scroll down while holding the left mouse button 
to highlight everything. If it’s a long list, while holding the left mouse button, use CTRL-END 
on the keyboard to highlight everything to the end of the list. 
 

 
 
While the items are highlighted, use CTRL-C to copy them to the clipboard. 
 
Open a new spreadsheet in Excel or Google Sheets or another spreadsheet program. Use 
CTRL-V to paste the content into the spreadsheet. The list is then searchable and can be 
saved. The blue underlined title links to the title in RSAcat! 
 

 
 

Contact the RSA Help Desk at help@rsanfp.org or 866-940-4083 if you have any questions. 
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