I.  Submitting an ILL Request
    A.  Click on the box by the folder Interlibrary Loan. Make sure the box by Find It

Another Library is checked as well.

         Easiest search is in Advanced Search, as you can use multiple search terms.
         You may choose the first request you see that fits what your patron wants & has

an ISBN

B. Click on Request This Item on record that you choose.

C. Enter Patron’s barcode if known, or do Look Up Patron.  

Choose correct Patron, click on Submit

    D.  Request Form will come up with patron information already in place

      Add Borrowers Notes if needed   Click on Submit.
E.  Approve/Send Status


Go to Staff Menu  >  ILL Admin> Awaiting Approval 
First status will be Awaiting Lenders.  Wait for Awaiting Approval.

Can be approved from outside of request, as before.  Approve/Send   Submit

F. If doing a lot of requesting, I find it helpful to have one browser open on Search

         and another browser open to ILL Admin.
II.  Items Received
A. Click on title of item so it opens up.

B. Choose Received from drop down box and click on Submit

C. Temporary Bib now shows on screen

Add the barcode to the record for using to check out and check in

      D.  Screen shows Add Brief Bib/Item   Yes   No

             Click on No unless you have a set of books from one library

  E.   Screen now shows item is received. Click on Submit.
      F.   This item now has a temporary brief bib in your catalog that says 

   Reserved for Checkout

      G. This item is reserved on patron record.  When patron record is brought up,

   Click on Check It Out.   You may need to modify due date.

III.  Items Returned

A. Checking in item will delete the brief bib and mark the ILL record as returned

B. Marking ILL record as returned first will Check In item and delete the brief bib

IV.  Lending Requests
A. If printing all requests,  Print Without Lenders for the shortest request form

B. When you click on a title and open the request, there is a Check OPAC button

          if you want to check Status.

C. When you mark a title as Shipped, the Requestor’s information from their

          Participant Record appears.  
Change the  Patron Category and Patron Group to             
          correct choices using dropdown box.  Click on Submit.  This happens
          only once for each library.

D. The OPAC Screen will show again.  Click on Available (you are unable to

          mark this as shipped if it does not have a status of Available). If list
          is too long or is incorrect, there is a box which says 

          Enter Substitute Item Barcode.   Put in the correct barcode.
E. The shipped screen will appear again, click on Submit.

F. A temporary bib record based on your full record will be sent to the 

         requesting Library if they use Circ-ILL.

