Patron Initiated Requesting

Setting Up a Test Group

May 5, 2009 

Test Group  -  Start a new Patron Group for those patrons that would do ILL

Go to Circ Admin> Patrons>Patron Groups>Add a Group;  Choose both

    Patron and Staff if Staff will be part of the test ILL Group.

Then go to Pac Admin>Search Resources> Kansas Main Catalog(AG).  

Click on box by Patron User and then click on the box by the name of

    the Patron Group that will be your test ILL group.  Click on Submit.

    Do the same to the box in Staff User, if you chose staff in setting up the group.

You will also need to do this for SWiftnet, and any other databases you want 

    your test group to have. 
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ILL Permissions

User Admin>Edit User Acount.  You will need to do this for each patron in the test group.   When you decide to let all patrons have ILL permission, let me know and I will

ask Mark to turn on the permission for all patrons.  You can also take away permission

from individual patrons if the need would ever occur.
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Click on ILL Permissions

Select the following permissions:

Cancel/Change Request

Originate Borrow Requests

Originate Copy Requests

Patron Request Tracking

Respond to Request

View Own Request

Submit

Select the name of the ILL Test group under Patron Group.  Submit
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You can set up a Patron Notice on the top of patron request forms.

Go to ILL Admin>Maintain Participant Record> ILL Request Form Patron Notice

 Select Yes and Update.   There is a sample notice in the box which you can edit

to say what you want.  You may want to also remind them about the ILL Requests Limit.

Click on Update after editing. 
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When a patron is doing a search and finds an item he wants to request, he sees the Request This Item at the top gray bar, plus the blue side that says Borrow this Item, just as ILL staff has.   
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You will see the Patron Notice appears at the top of the Request Form.  The patron

information is automatically filled in from the patron’s user account.  When the

item is submitted, it will show up in your libraries ILL Admin waiting to be approved. 
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The patron can keep track of the ILL requests by clicking on the link “My Circulation Information.”   The patron can then see the information under ILL Items, such as whether it has been shipped, received, and later whether it is overdue.   The patron does not have the option to renew items borrowed through interlibrary loan.  The patron must contact the library and ask them to try to renew.
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Contact Patti if you have any questions on these instructions.
June 27, 2011

