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1 Overview
The Integrated ILL module is used to manage
e Your library patrons’ ILL procurement requests

e Requests directed to your library by other libraries to supply material through
ILL

e The administrative records that are required to support the above two services

The ILL records are contained within an ALEPH® library of the ILL type (for
example, 'USMA40', 'XXX40'"). Each ILL library is related to a single ADM library (for
example, 'USM50', 'XXX50"), and vice-versa.

The Integrated ILL records and procedures involve two-way traffic:
e Requests by patrons to procure material
e Requests directed to the library to supply material

There are a number of ways in which your system librarian can customize your
Integrated ILL system regarding:

e The method of communication with ILL partners — mail, e-mail, ISO or SLNP
protocols

e The degree to which the system does unmediated handling of both lending and
borrowing requests

There are two types of records that must be in place before you can begin to work
with Integrated ILL: Partners and Roster of potential Suppliers.

e Partners — External and Internal

o External Partners — the external organizations to which you direct your
requests, and from whom you receive requests

o Internal Partners (ILL Units) — the organizations (administrative units
within the ADM libraries in your ALEPH installation) that handle ILL
requests (both borrowing (patron requests) and lending (requests from
other libraries)). The ILL Unit functions in a manner similar to a
sublibrary, and several sublibraries can be grouped into a single ILL
Unit. A specific ILL Unit, set in the Global Patron Record, handles the
patron’s requests.

e Roster of potential suppliers that is used to assign the suppliers to which a
borrowing (outgoing) request will be sent. For SLNP, this is not necessary as
the potential suppliers are identified by the ZFL server.

There are two types of requests (two request forms), in both the GUI and in the Web
OPAC:

e Monograph

e Serial
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1.1 List of important terms

Borrowing

Borrowing refers to the activity of requesting material from another library;
although the word “borrow” implies a circulation checkout transaction, the
library might send you a copy, which need not be returned (non-returnable).

Borrowing request

A borrowing request is also known as an outgoing request. A Borrowing
request is sent by an ILL unit to a potential supplier, in order to fulfill a
patron’s request for material.

The following list of actions outlines the steps for a borrowing request. Steps
marked with an asterisk (*) can be set to unmediated; steps marked with two
asterisks (**) can be unmediated only if communication is through ISO ILL.

1. Create request (created by patron in the OPAC, or by staff in
Integrated ILL module)

2. * Check whether requested material is locally owned (when a
request is placed by the patron in the OPAC, the request can be
blocked if it is locally owned)

3. * Assign potential suppliers to the request
4. * Send the request to the potential supplier

** Register supplier response (if communication is through
ISO, this will be unmediated)

Register receipt of the material
If material received is a returnable item, return the material

Bulk handling

The Integrated ILL GUI includes “bulk” processing for material dispatch and
receipt, based on reporting a barcode and/or request number.

Communication
You can communicate with ILL Partners in different ways:
e Print (Mail/fax)
e E-mail
e SO ILL 10160/10161 protocol
e SLNP (Simple Library Network Protocol, used in Germany)

Incoming request

An incoming request is received from an ILL partner, requesting that you
supply material. An incoming request is also called a lending request.
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Lending

Lending refers to the activity of supplying material to another library;
although the word “lend” implies a circulation checkout transaction, you can
send material as a non-returnable copy.

Lending request
A lending request is also known as an incoming request.

The following list of actions outlines the steps for a lending request. Steps
marked with an asterisk (*) can be set to unmediated; steps marked with two
asterisks (**) can be unmediated only if communication is through ISO ILL.

1. ** Create request (if communication is through ISO, this can
only be unmediated)

2. * Search to verify if the library has the requested material

3. ** Send response to requester if the material is not available in
your library

4. Send response other than “unfilled” (not available)
Register shipment of the material
6. If material shipped is a returnable item, return the material

Locally-owned

A “locally owned” check can be made when a borrowing request is initially
created by staff user via GUI ILL or by the patron via the Web OPAC. This
can be set as part of the unmediated processing. It can be set so that patrons
cannot place requests for locally owned material.

Mediation

ILL requests (borrowing and lending) can be processed as mediated or
unmediated as desired, within the constraints relating to how the ILL unit
communicates with an ILL partner. All processing, apart from the physical
actions of fetching and sending material, and receiving and returning material,
can be unmediated. For partners with whom ISO communication is the
standard, message handling can also be unmediated, whereas for non-1SO ILL
partners, message handling must be manual.

Partners

An ILL partner is an administrative unit that sends requests to you, and/or that
responds to your requests for material. Each library/institution that is used as a
player (requester or supplier) in the ILL flow, including your own
administrative unit, has a partner record in the system.

There are three types of partners: Internal ILL unit, external shared and
external non-shared.

= Internal Partner — also known as ILL Unit: local administrative unit
that handles the ILL borrowing and lending activities. A unit can be set up
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to represent a single sublibrary, or a group of sublibraries. The unit fulfills
two types of services:

o ILL-UNIT for outgoing requests (borrowing library) -
handles the ILL requests for a group of patrons; each
patron is handled by a default unit defined in that patron’s
global information record.

o ILL-UNIT for incoming requests (lending library) - an
administrative unit that handles the ILL requests directed
to it; it is authorized to lend items from specific
sublibraries.

Shared External Partner- a supplier or a requester library which is not a
part of any ADM library of your library system; it is external to your
library system (for example, another library or a supplier like
BLDSC). An external shared partner can be used as a supplier by all ADM
libraries.

Non-shared External Partner - a non-shared external partner is the same
as a shared external partner, but it can be used as a supplier only by the
library which created the partner record.

Each ILL partner (both external and internal) to whom you supply ILL
material must have a parallel Patron record.

Patrons

Two types of patrons are part of the Integrated ILL setup:

Roster

Library patrons who are served by ILL. They are allowed to
submit ILL requests on their own. The Global Patron record
includes the assignment of the ILL Unit that will handle his/her
requests, a limit of the number of total requests and a limit of the
number of active requests allowed for the patron. All ILL-related
circulation activities are registered on the patron record: loans;
renewals; returns; and so on.

ILL partners to whom you supply material (external partners
and internal ILL units)

The Potential Suppliers List sets the roster of ILL partners to which an
outgoing (borrowing) request is directed. The potential suppliers list is built
for each requesting Unit and material type. The list is consulted by the system
when a borrowing request is processed.

Staff users

ILL staff users are charged with setting up administrative records (suppliers,
units, rosters, patrons,), processing outgoing ILL requests and handling
incoming requests received from other libraries. Each staff user is allowed to
access and perform actions in a single ILL Unit. ILL users must be
empowered the ILL module, and for required Circulation processes.
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1.2 The Integrated ILL GUI desktop
The Integrated ILL GUI has been designed with an emphasis on workflows.

e Requests are listed in status groups, for online identification of requests that
require processing.

e Actions can be carried out by choosing the action (Ship, Receive, Return, and
so on) and entering an identifier (barcode or request number), rather than
having to access the record and perform the action. This is similar to Loan and
Return functions in Circulation, as compared with Order functions in
Acquisitions.

Here is an example of an Integrated ILL GUI Borrowing Tab screen, in Functional
mode. It displays a list of borrowing requests that are waiting to be processed:

' Borrowing bar |

| Lending bar

Title bar

[ ALEPH 112 - Version 18.01 Lisrary: USMAD - USMAAT ILL {U!
ALEPH Vi

ew Bomowing Lendipd “Services Help

@D | [reauest rumber = | 5tatus = Loaned to Patron

(T4 | [words from Tite A |

@ |@ | |g | uuf_&;mm|
@ [1] Functional O [2] S Title JRE&EAESENJSEDJS | Last Activi Msg | Rush

PAEIES
@
|
]
“W 520 Loaned to  08/02/06 when [
Send

Patron convenient

Borrowing Request List (5) s A the 277 losnedto  21/12/05 ¥ When
El-Borrowing Request (158 - Loal h BOI'TOWI n g ta b Patron canvenient et
Request L_D'Q Mews fram China : daily news repart from Taipei 233 Loaned to  08/02/06 When Return
= Bulk Operation provided by the Chinese Information Service, Patron corvenient
=-Receive o The Class notes of John Raeburn Green, 1914-1917, 227 Loaned to  14/12/05 When ﬂl
Receive Returnable Patron convenient prin
Receive Non-Returnable —I

Change Status

lete
ht
righi

Si Mr. Redmond. Treason to the 158 Loared to 3 en g
Return h Patron ent —I! =

Cop

Sort Type IRequesl Murnber ;I
-
1. Request Info, |2. Request Details (1) | 3, Request Details (2)| 4, Suppliers | 5, Messages —
S
Patron ID 00000012 Redrond, John Edward, 1856-1918..Strong words frarm Mr.
Patron N aab o Redmaond, Treason to the home rule cause.London, : Sir J,
H:n:;"ub*:';i L:v:rg’ =2 Causton, 1916.. 6p. 19 cm. '
ILL library ILL_Law
Open Date
Requested Media Printed (Loan)
Level of service
Niclo s | ocabion (AT ll 14
/ | | =]
[ L] HAd T AMS

1.2.1 Screen elements

Title bar
The title bar shows the name of the program. It also displays status messages relating
to the client-server connection:

E ALEPH ILLZ - ¥ersion 15.01 Library: USM40 - USMARC ILL 40 {USM40) Server: 10.1.235.19:6991
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Menu bar
The Menu bar contains first-level actions, from which second-level menus are
accessed.

ALEPH Wiew Borrowing Lending  *Services Help

—|

Borrowing bar

The Borrowing bar is used to retrieve borrowing (outgoing) requests; request number,
patron ID, words from title, supplier code, and so on, can be used for searching. All
matching requests display in a list.

@ ||Request Numbe.r ;II |

Lending bar

The Lending bar is used to retrieve Lending (incoming) requests; request number,
barcode of the supplied copy, words from title, requester code, and so on can be used
for searching. All matching requests display in a list.

(T4 ||'u'u'n:|rds From Title v” JOURMAL | W-titles= JOURNAL

New request

At the far right side of the Borrowing and Lending bars, there are buttons that serve as
shortcuts for creating new borrowing and lending requests for serial and non-serial
format.

@
©

Borrowing and Lending Tabs
The Borrowing and Lending tabs are used for viewing and handling outgoing and
incoming requests. Each tab has two modes of display, Functional and Summary.

e Functional mode
In the Functional display, actions can be carried out, and records can be updated.

e Summary mode

The Summary mode gives an overview, a “table of contents” of the requests (by
request status), and of the messages (by message type). This view serves as an
index to the requests, displaying the number of requests per status, and with the
ability to select a group of requests for Functional display and action. Not all
statuses require action, some display for informative purposes only. The text of
statuses that require operator action displays in bold. You can limit the display to
list only statuses that currently have requests. To do so, select the View Active St.
check box.

The nodes in the Summary view of the Navigation Tree are Statuses and
Messages:
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The Statuses node is organized into sub-nodes, similar to folders, with “main”
statuses and “sub-statuses”. Click the plus sign to the left of a status in order to
open sub-statuses display. Click the minus sign to the left of a status in order
to close sub-statuses display. At the right of each status, a number in
parentheses shows the count of the requests that currently share this status.
Highlight a status or sub-status in order to display a summary count in the
right pane, and, from there, to select a group of requests for display in

o Statuses
Functional mode.
o Messages

The Messages node is relevant for is relevant only for sites that implement
ISO ILL for communicating with partners. This branch appearance is
depended on a system flag. The Messages node is organized into sub-nodes of
different message types. At the right of each message type, a number in
parentheses shows the count of the requests that have received such a
message, where the message has not yet been “dismissed” (that is, reviewed
and acknowledged).

Select a message sub-node in order to display and handle the messages in the
right pane.

Following are examples of the Lending tab, in Summary and Functional mode:

ENCACAEY

¢ [1] Functional @ [2] Summary
O view Active St

=- Statuses E- statuses
SR cvicwy (22) ey (2
-- In Process (1) - Located (3)
- Shipped (11) - Mediated (15)
- Return (0 ~Multiple Located (1)
& Conditional (1) - Referred (1)
- Cancel (5) - Angwer Hald-Placed (1)
- Overdue () - Sent as Copy (1)
& Recall (1) - Request Received (107
- Lost (2) - Angwer Conditional (1)
-- Damage (1) - Cancelled by Requester (3)
& Mot Supplied (1) ~Recall (1)
#- Closed (2) ~Lost (2)
=-Messages - Damaged (1)
- zeneral Message (00 - Angwer Unfilled (1)
- Cancel (2) - Closed (2)
Fequest for Renew (4) = Messages
- Status Query (0) -~ Cancel (2)
- Status Or Error Report (0)

@ @ |y]e ]

O [1] Functional & [2] Surmmary
Wiewr Active St

- Request for Renew (4)

Summary mode — All
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CICAEREY

& [1] Functional O [2] Summary

- Lending Request List (6)
E| Lending Request (687 - Located)
. . Request Log
= Bulk Operation
= Ship
. - Ship Returnable
- Ship Mon-Returnable
- - 5hip Electronic
- Check-In
- Unfilled

Functional mode

Administration tab
The Administration tab is used to view and handle:

e Partners -Registration of ILL ‘partners’ (requesters and suppliers), both
internal partners (also called ILL Units) and external partners.

e Potential Suppliers - Configuration of the supplier rosters, to whom requests
will be sent.

e [SO APDU Exceptions - This is relevant only for sites that implement 1ISO
ILL for communicating with partners. This branch appearance is depended on
a system flag. The list enables you to manage ISO messages that were not
processed and therefore were not integrated with the ILL data.

@@ v |& |

@ [1] Functional @ [2] Overview

= Administration
®rorirers
- Potential Suppliers
. APDU Exceptions

Search tab
The Search tab is used to search and retrieve bibliographic records from local and
remote databases. You can use the search to

e Check the local bibliographic database, view local holdings and circulation
status

e Search for a work in another library
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e Create a request (borrowing or lending); bibliographic details are
automatically copied from the retrieved record

e Search for an ILL request (borrowing or lending)
aEs & |

® [1] Functional Q [2] Overview

El- Slearc:h
- [F]Find
- [B] Browse
- [H] Show

1.3 Workflows

There are two different types of tasks when working with the Integrated ILL module:
e Setup (managing partners and potential supply rosters)

e Handling of borrowing and lending requests

The setup tasks must be performed before working with the Integrated ILL module.
After the setup stage, these tasks will be performed only when required, and not on a
daily basis. Setup tasks are explained in 2 Setting up Integrated ILL on page 17.

Handling of borrowing and lending requests is performed by ILL staff on a day-to-
day basis. Each request has a life cycle, from the point at which it is created, until the
point at which it is closed. All requests between these two points in time are active
requests.
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Borrowing Request Life Cycle

This is a schematic outline of the

Borrowing Request cycle; some

of the actions are optional; some

of the actions can be performed

in a manual or automatic manner

Requester
replies

New Request form
is filled in (by
patron or by staff)

Local
ownership is
checked

Potential
suppliers are
assigned

Request is sent to

the first (or next)

potential supplier

<—]
>

L}
Supplier sends
message (more
information, will

Request
denied
-END-

DI

Supplier
refuses
request

Supplier sends
) material

supply)
Returnable Non-returnable
material material
Message from
supplier
Item is created LLET=E
transferred to
and loaned to patron (direct
patron (CIRC) ar pekup)
Item is
Circulation checked in and
follow-up ) retumed to
supplier
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Lending Request Life Cycle

Item restrictions —
Requester is informed

.

Requester
cancels
request

-end -

y

MNew request is
received/created

<—

Itern not available —

Attempt to find e
available item + SuPp“er;NISmrmea'

Requester
accepls
restrictions

— | Felchitem

Returmable
material

Loan and send

Follow-up
(Overdue,
Recall)

Receive and
check in
—END -

Y

Mon-returnable
material

Send
-END -

This is a schematic outline of the
Lending Request cycle; some of the
actions are optional; some of the
actions can be performed in a manual
or automatic manner
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2 Setting up Integrated ILL
In order to begin working with Integrated ILL functions, you must do the following:

1. Set up ILL partners (internal units and external suppliers) and create patron
records for them.

2. Create an ALEPH user who is authorized to work with ILL and relevant
CIRCULATION functions; the user is authorized to perform tasks within the
environment of a specific ILL Unit. You will not be able to create an ALEPH
user unless ILL units are present in the Integrated ILL system.

Create a roster of potential suppliers (for borrowing requests)
4. Assign an ILL unit to library patrons who have ILL privileges

2.1 Setting up ILL partners

Before your library can begin to provide ILL services, the ILL partners (internal units
and external suppliers) must be entered in the system. Each ILL partner who requests
an item from you, or who responds to your requests for material, must have a partner
record in your system. In addition, you yourself are an ILL unit. ILL units must be
present in the system in order for an ALEPH user to be created (see section 2.2
Creating an authorized staff user on page 22).

Companion parallel patron records must also be opened for each ILL partner (see
2.1.2 Creating patron records for ILL partners on page 21).

ILL partner records are viewed, created and updated through the
Administration/Partner node in the Administration tab of the Integrated ILL module.

The following is an example of the Administration tab:

E] ALEPH ILL - Version 19.01 Library: USM40 - USMARC ILL 40 (USM40) Server: il-aleph02:6994 (19.01) User: MASTER ILL Unit: TLL LAV JEEIE
ALEPH View Borrowing Lending *3ervices Help [7]

@) | oot rmer El] \ v
(T3 | rscuss rmber = \ or
@@ ¥ |a| paroers |

E Administration
[F]1Partners
[5] Potential Suppliers
- [E] APDU Exceptions [
[C] Custarmer ID @l
£ Task Manager O Foreian
[] FileList D Active
- [&] Batch Log DI Mot active
[Q] Batch Queue
[D] Print Daeman

EXL:HYL
IL-EM IL-EM-NAME IL-EM-ID As
ILL-GM ILL-GM-MAME IL-GM-SYSID As
ILL-MG ILL-MG-NAME-EXT ILL-MG-ID M
TLL L Law ILL Unit ExXL-Law As USk40
LA LT LM Mo-150 Unit As USk40
As
As
As
As

USk40
USk40

ILL_MED MED ILL Unit-Medicine EXL:MED USk40

I rtarnal partnars orly MEDLT MED ho-1S0 Unit Uk
Go <l HYL_LT hlon 150 HYL Unit US40
QA_PARTNERZ Q4 PARTNER2 ExL:Qh_PARTNER2 US40 =l

1. Partrer Infiy IE‘CDmmum:aliun | 2 Eorromng it Lot | 4 deneng iLi Lo | 8. Gen, Contact | & Ship Contact | 7. Bill Centact |
Gpen Date [o0me Updatepate D m
- [ .
Partner Cads [eose RewnDalsy [0
Additional Code Currencs .y GEP E|
Partner Mame [BUDoc supply Conter (8] stats [ocive 7]
Awg Suppy By [0 [ ENG O]
Note [ e
Copyright Statsment

The list of ILL partners (internal ILL units and external suppliers) is displayed in the
upper-right pane:
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Partners |
—Partners Filkar 5 -
Code Marne Protocol Code Uil ILL Librat
Search Mode
EI ERAMN-UMIT Eran L - EXL:ERAN-UNIT ¥ US40 e Hew
I wd HYL Library z
b Duplicate |
all ILL_HYL HYL ILL EXL :HYL ¥ LISM40
[ active Lnit-East Drelete |
O hat active Asian
IL-EM IL-EM-MAME  IL-EM-ID ¥ LISME40
ILL-GM ILL-G3M ILL-GM ¥ USM40
PlAN-UNIT - Martin Unit ¥ LISM40
I~ Urits only AR-MUIS MUS Linit &k EXL: ak-MUS-ILL ¥ LISM40
= QA_PARTE Q4 Partener  EXL:QA_Parteners Yoo US40 —
Go | Clear | NERS Mame
T WA WD TLL LiRit F1 -\ IS4 LI

You can use Search mode and the Filter options to sequence and filter the list. You
can set the Search mode to Code, Name, Keywords or Exact code.

The Name and Code Search Mode filters affect the order of the entries in the list (a”b
by name or code) to allow you to browse through the list of partners.

When filters are not active, the list includes all internal partners, all external partners
that are shared by all units, and all non-shared external partners that can be used by
your institution (ADM/ILL library).
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To

Do this

Access the list at a particular place in the
alphabet, if you know the code

Access the list at a particular place in the
alphabet, if you know the partner name

Retrieve a partner record by code

Filter the list to include only Active or
only Not Active partners

List only internal partners

Clear filters and return to the default All

From the Search mode drop-down list,
choose Code, type the first few letters of
the partner code in the space provided
and click Go.

From the Search mode drop-down list,
choose Name, type the first few letters of

the partner’s name in the space provided
and click Go.

From the Search mode drop-down list,
choose Exact Code, type the code of the
partner in the space provided exactly as it
was entered into the system and click Go.

Select the Active/Not Active check boxes
as appropriate.

Select the ‘Internal Partners only’ check
box to list only internal partners.

Click Clear.

2.1.1 Creating partners

When you create a new partner record, you are prompted to choose the partner type.
The choices available to you will be different depending on whether you are logged in
as an ILL staff user or as an ADM library administrator user (staff ILL

unit=ADMIN):

e An ILL staff user may only add External (shared and non-shared) partners.

e An ADM library administrator user (staff ILL Unit=ADMIN) can add, update,
and delete, both Internal and External (shared and non-shared) partners.

Partner type

Explanation

Internal Partner (ILL Unit)

An administrative unit that handles ILL
activities for a sublibrary or group of
sublibraries within a single ADM
environment. You can create or update
internal partners within your own ADM
environment only.

This choice is available only if you are
logged in with ADMIN as your ILL Unit.

Staff User’s Guide — Integrated I1LL
January 13, 2014

19




Partner type Explanation

Shared External Partner A supplying or requesting library which
Is not a part of your ALEPH system; it is
external to your library system (for
example another library or a supplier
such as BLDSC). An external shared
partner can be used as a
supplier/requester by the ILL units of all
ADM libraries.

Non-Shared External A non-shared external partner is the same
as a shared external partner, but can be
used only by the Units within a single
administrative  environment  (ADM
library).

To create a new partner

1. From the Partners List, click New or Duplicate. The Add Partner dialog box
appears:

Add Partner

—Partner Type
(" Intermal Partmer

X
oF
{+ Zhared External Partneri
Cancel |

{~ Mon-Shared External Partner
Help |

2. Choose a Partner Type from the available options and click OK. A multi-tab
partner record displays in editing mode in the lower pane:

1. Partner Info I 2. Cornrmunication I 3. Borrowang 2L Lid I a4, Lenowng ML Lt I 5. Gen, Contact I k. Ship Contact I 7. Bill Cantact I
Cpen Date I 01/03,/06 Update Date I 01/03/06
ataloger I HOLLY Canicel |
Partner Code I A8 Return Crelay I 1]
Additional Code I Currancy I m
Partrier Marne I aa Status I "I
Awg, Supply Days I o Lamguage ERG Iﬂ
Maote I @ Alias I
Copyright Staternant I @
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Note

For detailed information about the various tabs and fields, refer to Integrated ILL
online Help.

To Do this

Update a partner In the Partners list, select a partner. The
appropriate partner record displays in the
lower pane in editing mode.

Delete a partner In the Partners list, select a partner, and
click Delete.

When a partner record is active (has
linked active requests), it cannot be
deleted.

Duplicate a partner In the Partners list, select a partner, and
click Duplicate.

2.1.2 Creating patron records for ILL partners

In order to allow circulation transactions for the ILL partners (loan, return, recall and
renew), each ILL partner must have a global and a local patron record in the ALEPH
system.

The ILL partners’ patron records are viewed, created and updated through the Patron
Registration node in the Patron tab of the Circulation module. Section 2 of the
Circulation section of the User Guide details how to create and update patron records.
Your library will probably set aside a patron status for ILL partners.

To set up a patron record for an ILL partner

In the Circulation GUI interface, create a global patron record for the ILL partner,
entering at least the following:

Global Patron Information
e Patron ID: ILL Partner Code

e Name: ILL Partner Name

e Pin Code, Barcode, Barcode Verification and Language (can be system-
generated)

For a multi ADM environment that does not use 'User Sharing' mode (i.e. TAB100-
USER-SHARING set to "N") the patron record for the ILL partners must be defined
in a different way. The library's ADM code has to be added to the Partner code.

For example:

If the ADM library ABC50 is defined as non-shared-users (TAB100-USER-
SHARING=N), the patron ID of the ILL partners records must be defined with a
prefix of ABC50.
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For partner code MEDIL, define a patron record with ID: ABC50-MEDIL (not
MEDIL).The maximum the partner’s code can be 6 is characters long.

If we add the prefix (e.g. ABC50- which is 6 characters long) we have only 6
characters remaining for the patron ID (the maximum length of Z303-ID is 12
characters long).

ALEPH Local Patron Information
e Status: ILL Borrower Status

e Expiry Date: Dec.31, 2099

e Photo Charge: F

e Privileges: irrelevant, but must be set

2.2 Creating an authorized staff user

In order to empower a staff member for working with the Integrated ILL module and
processes, the user must be authorized for an ILL Unit, and relevant authorizations
must be assigned to the user, through the Staff Privileges interface.

For instructions for creating an ILL ADMIN staff user, see the 'ILL Staff User'
chapter in the System Librarian Guide - Integrated ILL.

To assign an ILL Unit to a staff user

From the status bar, right-click 1.
2. Click Staff Privileges.

3. In the Staff Privileges window, select the appropriate user and click Modify
User. The User Password Information window opens:

e T |

e I AMDREA Marne: I El o I

Password: | Department: | E

User Library: |USM50 |ﬂ Mate 1: | E

Catzlager Level: I 0o |ﬂ Make 2: I E

T p— | EMail; | =3

Cataloger Proxy: | Address: | E

Budgst Praxy: I Telephone: I

By Wiyl srrsies | Expiration Date: | 00/00,0000 |ﬂ

Cat, AN D I Iﬂ Last Alert Doabe: I 00/00,0000 |ﬂ

Cat, GUH Permnission: I [¥] T Blocked

Cire. Gvervide Level; [ 00 [¥] Biock Resson: I El

ILL Unit: [ L-am O Cancel |

Help |

4. Inthe ILL Unit field, type the appropriate name, for example, ILL-GM.
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5. Click OK.

The user must be assigned ILL privileges in the ILL library (XXX40), patron,
circulation and items privileges in the ADM library (XXX50), and in privileges in the
password library (pw_library USRQO).

2.3 Configuring a roster of potential suppliers (for borrowing
requests)

A roster of possible suppliers is used to assign the suppliers to which a borrowing
(outgoing) request will be sent. A roster is required for unmediated handling of
requests; it is also an aid when mediated handling is performed. Each ILL Unit is
responsible for creating its own roster of ILL partners.

The roster comes into play in the following manner — when a borrowing request is
processed, the system attempts to ‘locate’ the material on each relevant supplier’s
database, and to identify which suppliers from the roster have available items.
“Successful” suppliers are assigned to the request. When a supplier is unable to fulfill
the request, the request is sent to the next supplier in the list, and so on. The order of
the suppliers is determined either by their order in the roster, or by random selection
(depending on the profiling of the suppliers in the roster).

In case of SLNP, the potential suppliers are determined by the central ILL server.
When a supplier is unable to fulfill the request, the central ILL server sends the
request to the next supplier in its list. When communicating via SLNP, it is not
necessary to configure a roster of potential suppliers.

The roster can include a “last resort” supplier (group level 99). A request that cannot
be fulfilled by any of the other suppliers will be sent to this supplier, without checking
for availability.

Each ILL Unit configures its own roster of potential suppliers, for each type of
material (for example, serials, audio visual) and for the format in which the material
should be supplied (returnable, non-returnable, hard copy, electronic copy, and so on).
The material type and the format are defined in the Request Media field.

There is an option for defining potential suppliers for media: Any Media.

When the system attempts to locate potential suppliers for a borrowing request (when
Locate is clicked or the via the ILL Library daemon), the roster of the request specific
media is applied and the roster of Any Media is applied.

For example: When the system attempts to assign a supplier to a borrowing request of
media type: Printed (Loan), the rosters that are set to the Printed (Loan) media and
ANYMEDIA are applied.

The results of the locate action are based on a cross-analysis of both rosters: Printed
(Loan) and ANYMEDIA.

When a supplier is manually added to a request (that is, when Add Supplier is
clicked), the drop-down list of suppliers contains the specific media's potential
suppliers, the ANYMEDIA potential suppliers (if defined), and the NOMEDIA
potential suppliers (if defined). However, while the specific media's potential
suppliers and the ANYMEDIA potential suppliers are included in the Locate function,
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NOMEDIA potential suppliers are NOT included in the Locate action. They can only
be added to the potential suppliers list manually.

Features of the roster are:

Each ILL unit controls its own roster

Entries in the list can be set for particular types of material (for example,
Machine-Readable, Serials)

Entries in the list can be set for particular methods of supply (for example,
electronic, loan, photocopy, electronic copy)

Each entry (supplier) in the list is profiled for:

Base which is searched. Note: when adding a new line to the potential supplier
list, the system will automatically fill in the supplier's default Locate Base (as
defined in the supplier's partner record). In the event that you want the system
to use another base (not the one that is defined in the supplier's partner record),
select a base from the list.

Average Supply Days- Number of days it takes for material to be supplied.
This parameter and the supplier’s non-working days parameter are taken into
account by the system when allocating the supplier for a borrowing request.

Return Delay - How long it takes to return material that has been supplied

Expiry Days — Relevant only for ISO-ILL. Number of days after which the
request expires.

The roster can contain levels (groups)

The suppliers within a level can be sequenced, or can be randomized

To display your Unit’s Potential Suppliers List, choose the Potential Suppliers node in
the Administration tab:

SCIEREY

El Administration

EI Task Manager

- [P] Partners

- [5] Patential Suppliers
- [E] APDLI Exceptions
- [C] Customer ID

- [1] FileList

- [A] Batch Log

- [Q] Batch Quels
- [O] Print Daemon

The full list displays in the upper right pane:
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Patential Suppliers List I
—Supplier = = =
j Reguest Media ]Level ]Seq. ISupleer Marme Locate Base ] Randormize ]Supp.Days ]
I Ay media o1 o1 ILL-GM JSMo1 ¥ ﬂ Add I
Mediaflevel | any media 01 02 ILL-MG-MAME-EXT  LOC M Delete |
| =l Any media 01 0z Olomaouc Library WKOL M 3
[ =l any media 99 01 ILL-MG-MAME-EXT  LOC M 5 m
Printed {Loan) 01 o1 [US Unit K IS ¥ 2
Go | gesr | |Printedgoan) 01 02 wiDunitak WID M z
—Rearrange Options —————————— Printed (Loan) 03 LAy Unit Ak M 2
- Sequence: Printed {Loany 01 04 ILLGMZ ILLGMZ I
Printed {Loan) 01 o1 [US Unit K IS ¥ 2
I LI I LI Printed {Loany 01 0z Lawy Unit K Lt I 2
Rearrange | Printed {Loan) 01 a3 IMED Unit Ak MED I 2 LI

The display shows
e Request media — the format in which you want to receive the material

e Level —the group within the media; when choosing a possible supplier, the
system goes through each group within the media separately

e Sequence — the order of the suppliers within a level; this is relevant only if the

suppliers are not set to “randomized”
e Supplier name

e Locate base — code of the base which will be searched for a matching
bibliographic record; that is, on which the ‘locate’ will be performed.

e Randomize — “N” indicates that the suppliers are addressed in the order in

which they are listed; “Y” indicates that the suppliers are addressed in random

order

e Supply days — the number of days in which material will be received from the

supplier.

You can filter the list by filling in one or more of the fields at the left of the Potential

Suppliers list:

Patential Suppliers List I

—Supplier
[
—Media / Level

—R.e-arrange Options

Lewal: Sequance:

| (=] I
Re-arrange |
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To

Do this

View a list of the potential supplier
records for one partner

View a list of all partners with potential
supplier records of one particular media

type

Start over and perform a different search

Rearrange the order in which the system
sets potential suppliers within a group, or
to move a supplier from one group to
another

Randomize the order of the potential
suppliers within a level

Add a new potential supplier

View and/or update a potential supplier
entry

In the Potential Supplier’s list, select a
Supplier from the Suppliers drop-down
list and click Go (the drop-down list is
ordered alphabetically by Partner code).

If you want to filter the resulting list
further, for example, to see if a potential
supplier record exists for the media type
Microform (copy), select a media type
from the Media/Level drop-down list and
click Go.

In the Potential Suppliers list, leave the
Supplier drop-down list empty, choose a
media type from the Media/Level drop-
down list and click Go.

This list will show you the order in which
the system searches for potential
suppliers within a media type.

If you want to further limit this list so that
you only see the group of potential
suppliers for one media type within one
specific level, select the level (01, 02 and
so on) from the Media/Level drop-down
list and click Go.

In the Potential Suppliers list, click Clear
to clear the search filters.

In the Potential Suppliers list, select a
potential supplier, choose Level from the
Rearrange Supplier section, choose the
Sequence number that you wish to assign
to the highlighted supplier, and click
Rearrange. The potential supplier record
will move to the appropriate place in the
list.

In the Potential Suppliers list, select one
of the lines in the level and click
Randomize (if the group of suppliers is
already randomized, the button will be
labeled De-Randomize, in which case
the suppliers will be sequenced).

In the Potential Suppliers list, Click Add.
An empty entry form will open in the
lower pane.

Select the relevant line in the Potential
Suppliers List. The lower pane displays a
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To

Do this

Remove a potential supplier from his
place in the roster

tab containing the supplier roster
information and another tab with the
supplier roster form for updating.

Note

For detailed information about the
various tabs and fields, refer to Integrated
ILL online Help.

In the Potential Suppliers list, select a
roster line and click Delete. This removes
the highlighted roster line; it does not
remove all the roster lines of this
supplier.

2.4 Assigning ILL units to library

patrons

Library patrons who have ILL privileges must have an ILL unit assigned in their
Global Patron records. You do this in the Circulation GUI (see section 2 in the Staff
User’s Guide — Circulation) by assigning the ILL Unit that serves the patron, and the
request limits — total number of requests allowed within a time period (the time period
is set by the library, for example, a year or a semester) and the total number of active

requests allowed:

1. Global Patran Delais ]2. Global Blocks and Motes ]

I TLL LA

|9~39-3

LL Library:

ILL Taatal Limit:

LL auekive Lirnit: EEE

Open Date: B Update Date: | o2z o6
Palran 10 | 00000012 Pimeade! | oooooo 12
Barcoda: | B-v87274 Barcods Verifcation: | E-087274
IHame: I BAaberg, Ozcar @
Salutation: I @
Tile: [»] Date of ith: [oopomoos ¥

Tille Raquest Limit: | 0010

Profile: I E
Spansor's ID: Horme Library: LA B
Primary I0: I Dipatch Library: I B
T [oo E [V Data Export Consent
M Attachimerit |H H [¥ Send All Letters to Patron

o

Additional checks and blocks, active for limiting ILL privileges (for example, patron
owes fines, patron has overdue loans), can be set within the configuration of patron

circulation checks.
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3 Borrowing requests
A borrowing (outgoing) request is made up of three parts:
e Bibliographic and item information

e Patron identifier and request parameters such as Need By Date, Pickup
Location, Willing to Pay Fee, and so on

e Potential suppliers; only a single supplier is active at any one time

ILL borrowing requests are placed by, or on behalf of, patrons who have ILL
privileges. Patrons can create requests in the Web OPAC — either from a displayed
record (in which case bibliographic information is automatically taken from the
record), or by filling in a blank form. Staff can create requests on behalf of a patron in
the Integrated ILL GUI from a displayed record, or by filling in a blank form. Staff is
limited to creating requests for patrons whose ILL Library (Unit) is the same as the
staff user’s ILL Unit authorization.

Processing of borrowing requests

As a request moves through processing, the request undergoes status changes. A
status is changed by operator intervention (by a Change Status action), by system
processing (for example, the result of a ‘Locally owned’ check), or by ISO ILL
messages that are automatically registered by the system.

Each potential supplier listed for a particular request is also assigned a status, which
changes through actions and processes. Sometimes the supplier status impinges on the
request status (for example, when a check on the last potential supplier results in
‘Locate Failed’, the request status also becomes ‘Locate Failed’).

The ISO ILL Protocol and Implementation assigns statuses that will likely not be used
in non-1ISO communication, such as notification that the item has been shipped,
notification that a requested item has been lent to the patron, and so on

These statuses are detailed in Appendix A.

Some of the steps in the process are optional, and some of the steps in the process can
be performed by the system in an unmediated manner. Therefore, the exact workflow
of your library might match only some of the workflow steps described following.

For example, your ILL Unit might be set up to automatically process all NEW
requests, assigning potential suppliers by performing ‘Locate’ on relevant suppliers
(set up in the Supplier Roster), sending the request to the first supplier in the list, and
automatically sending to the next supplier if the first supplier reports that he is unable
to fulfill the request.

Each step in the workflow is dealt with in the following section as a manual
(mediated) process.

All manual tasks related to borrowing workflow are performed in the Borrowing tab
of the Integrated ILL GUI. Borrowing requests are grouped for view by status in the
Summary view of the Borrowing tab. You will want to start in the Summary mode of
the tab, in order to get an overview of, and to navigate to, the requests. This view acts
as an index of the active ILL requests. Statuses that require action are listed in bold.

Actions are performed in the Functional mode of the Borrowing tab. The workflow is
described in the following sections of this chapter. You will notice that after you
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create a borrowing request (from the Borrowing menu, or from Search — Full Display
— ILL Request), the interface immediately switches to the Borrowing tab in
Functional mode, with the newly created request displayed, ready for action.

3.1 Creating ILL borrowing requests

As explained in the Staff User’s Guide to the Web OPAC, a patron can create an ILL
Borrowing request in the OPAC. The following section deals with creating a request
in the Integrated ILL GUI module.

There are two options for creating an ILL request on behalf of a patron:
e From the Borrowing menu

e From full record display in the Search tab

To create an ILL request from the Borrowing menu

1. Click the Borrowing menu, or press ALT + B. Then click the relevant button
for you chosen format (serial or non-serial), for example, Create New Serial
Borrowing Request:

ALEPH  iew|[ Borrowing |Lending  *Services  Help | 2|
@ | IRequest; Create Mew Serial Borrawing Request Ckrl+F5

~— ——F  (Create Mew Mon-Serial Borrowing Request  Ckrl+Fa
@ ||Request .
|« Preview on Locake

@ |® I 8| | B i List-:uFReguestsl I

® [1] Functional O [215url| |

Or, click the buttons at the far right of the Borrowing bar (for Create New Serial
Borrowing Request or Create New Non-Serial Borrowing Request:

@ [
A form displays:
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Create New Borrowing Serial Request

Patran ID: | Patron Mame:
atron I‘ u atron Mame o

Level of Service: 8

Title: I

IS5H: I

Requested Pages:

Month,Season; lﬁ Day: Iﬁ
Title of Article: I
Author I
Source: I
Patran Mote (Frea Taxt): I
Mote [Fres Text): I
Celivery Information
Pickup Location: |Exlibris Dema Libraries 7| Requested Media: [ =]
Meed by Date; I 00000000 M Media Send Mathad: |Emal‘ 3|
[ SendDirectly to Patror [ Wiilling to Pay Fee [~ copyright Signed [ Allow Other Media o

Note that slightly different forms display, depending on where you initiate the
request (from the Borrowing Menu or from Full Record), and depending on the
material type (Serial or Non-serial). The above is an example of a Serial form.

When a request has the Patron Note field filled in, it is automatically assigned a
‘mediated’ status.

2. Complete the form, and click Send.

If your ILL Unit is set to check for local ownership, the request is checked against
the catalog (the logical base of the ILL Unit) when placed by patron in Web
OPAC, or by ILL staff in the Integrated ILL GUI.

If it is found to be locally owned, a message pops up informing you of the
situation. You can cancel the request, or continue, in which case the request status
will be set to “Locally Owned”. In any case, whether the status is New, New
Mediated or Locally Owned, you are transferred to the Borrowing tab, in
Functional mode, to continue processing the request.

To create an ILL request from the full record display in Search mode

1. After finding a relevant record, from the full bibliographic record display in
the lower pane, click ILL Request:
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L Full sbink | 2. MARC Tags | 3, MARC Public View | 4 Catalog Card | 5. Ciation |

Alternate numbering: v. 31-60 also called "Neus Folge, erster-dreissigster Band";
W, 61, "Neusste Folge, erster Band"®; v, 62, "Neueste Folge, zwei und dreissigster
Band"; [2d series], v. 31-60, "Zweite Reine®; v. 61-90, "Drite Reihe"; v, 91-120,

Record No.- Serial - 000000512
LC MNo. QC1 46
ISSN 0003-3804 1521-3889
Titke Annalen der Physik.
Irmiprit Leipzig, J. A, Barth; [etc.].
Descr. v, ill.(part col.) maps, diagrs, 20-24 cm,
CurFreq. b no. a yaar,
MNurrbering Mote Suspended publication 1944-1946.
Murrbering Mote Vols. also have continuous numbering.
MNurmbering Mote
"Wierte Reihe"; v, 120-150, "Flunfte Reihe"; v. 150-160, "Sechste Reihe®

I

{(

|

A pop-up window appears; choose Borrowing Request.

Choose Request Type

" Lending Request

Roquest Ty ]

Cancel

Lg

Help

A Serial or Non-serial form pops up, with the bibliographic information displayed
in the form. Here is an example of a non-serial form:

New Borrow Non-Serial Request x|
Rt I |_| Bib Information
Patron Mame: I ;I

. Oeglin, Ethard, d. ca. 1520. [Aus sonderer kiinstler
Level of Service: IWI Artund mit hiichstem Fleiss seind diss
Gesangblcher mit Tenor Discant Bass und Alt
Wolume:
I corgiert worden in der kayserlichen unnd dess
EH—— I hailigen Reichs Stat Augspurg..
Author of Part: I
Source I
Requested Pages: I
Patron Mote (Frae Text): I
Mote (Free Text): I
— Delivery Information
Pickup Location:
Meed by Date: I 00/00/0000 m
Language: EMG Iﬂ
Requested Medis: = l [ llow Cther Madia
Media Send Method: Ernail = I

[ Send Directly to Patran

[ wiiling to Pay Fee [ copyright Sigred

Cancel |
- | Help |

Note that slightly different forms display, depending on where you initiate the
request (from Main Menu or from Full Record), and depending on the material
type (Serial or Non-serial). When the request operation is initiated on the Full
Record in Search, the bibliographic information displays, but cannot be updated,;
the Serial request includes fields for specifying volume and issue information.
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3. Complete the form, and click Send.

If your ILL Unit is set to check for local ownership, the request is checked against
the catalog (the logical base of the ILL Unit) when placed by patron in Web
OPAC, or by ILL staff in the Integrated ILL GUI.

If it is found to be locally owned, a message pops up informing you of the
situation. You can cancel the request, or continue, in which case the request status
will be set to “Locally Owned”. In any case, whether the status is New, New
Mediated or Locally Owned, you are transferred to the Borrowing tab, in
Functional mode, to continue processing the request.

3.2 Handling New Borrowing Requests

The Borrowing workflow begins with the existence of a new borrowing request,
created by a library patron in the Web OPAC, or by an ILL staff member in the
Integrated ILL GUI, as described in the previous section, 3.1 Creating ILL borrowing
requests. These requests are initially assigned the status NEW, NEM (New-Staff
Review) or LOW (locally owned). The request status is NEM if a patron note has
been registered in the request; the request status is LOW if a “locally owned” check
was performed and the result was positive; otherwise the status is NEW.

In case of SLNP, new requests are initially assigned the status SV because the central
ILL server has already notified the potential supplier. If the request contains a note,
the status is NEM. The requests do not need any further handling until the material
arrives3.1.

You work with new requests in the Integrated ILL GUI’s Borrowing tab, in
Functional mode, where requests can be processed and where actions can be taken.

Listof Recuests |

Title Reguest o, Status Last Activity Msg Rush

Narrative of a voyage, in His Majesty's late ship Alceste, to the Yellow Sea : 118 Loaned 1o Library 2005/12/04 tWhen convenient -
along the roast of Co

Narrative of a voyage, in His Majesty's late ship Alceste, o the vellow Sea @ 121 Sent to supplier 2005/12/05 then convenient
along the roast of Co

Nonmunjip - Kydngsang Taehak, 58 Locate failed 2006,/10/04 wwhen convenient .
Selected works / Sigismond Thalerg ; edited by Jeffrey Kallberg, 128 Closed 2005/12/22 ‘When convenient Siicks
Selected works / Sigismond Thakberg ; edited by Jefirey Kallberg, 171 will be Supplied 2005/12/12 it
Sele igismond Thalberg ; edited by Jafirey ke 72 Renewal - Accepted ’
Selected works / Sigismond Thaberg ; edited by Jeffrey Kallberg, 173 Returned by Library 2005/12/22 t

A short outline of the history of the Far Eastern Republic, 346 Closed 2007 /05/16 then convenient
Strong words from Mr, Redmond. : Treason to the home rule cause, 273 Sent to supplier 2005/12/19 wwhen convenient
Strong words fram Mr. Redmond, : Treasan 1o the home rule cause. 274 \iaiting for Renewal Reply  2005/12/18 - ‘when convenient

Strong words from Mr, Redmond. : Treason to the home rule cause, 276 Sent to supplier 2005/12/19 wwhen convenient

~

Sont Type TWle-Ascending > | PushPatron

The nodes in the Functional mode of the Borrowing tab are “Borrowing Request List”
(with display of the count of the number of requests in the list), “Borrowing Request”
(with display of the request number and status of the request currently highlighted in
the list), and sub-node “Request Log” (for displaying the log of the request). The Bulk
Operation nodes do not concern us here.

In order to work with a request, select it in the upper pane. The request information
displays in the lower pane, for view only; the action buttons that are relevant for a
new request are located to the right of the list in the upper pane.
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To view new requests

1. Open the Borrowing tab (click the tab or press F5) and click Summary mode.
This is the starting place for handling requests.

@ |Gy &

{3 [1] Functional & [2] Surmmary

O view Active 5t

£l Statuses -
- Mew (B9)

o New (89)

o Mew - Staff Review (4)

- \aiting for Process (23)

- Waiting for Process (15)

- Locate Failed {6)

- Errar {0}

- Locally Owned (2)
- Pending (25)

- Shipped (2)

- Unfilled (7)

[ i ¥ [ T =1 R

From here, you can choose a status category, select the requests, and move them
into the Functional mode for further action.

Refer to 1.2.1 Screen elements on page 10 above for an explanation of the
Summary mode and how to work with it.

If your NEW requests are processed automatically, you should ignore the “New”
sub-node in the Summary. If requests in this status pile up, this can be an
indication that the automatic processing has stopped, and you should inform
system personnel of the situation.

You should, however, deal with “New — Staff Review” and “Locally Owned”
requests.

2. Select the New, New — Staff Review or Locally Owned folder, to display
summary information, and to select requests for processing:

Status Infa, I

Status Display IReturnabIefNon Returnable LI
Select |
24 MNon-Returnable
o] Returnable

You can choose a Status Display group from the drop-down list. Although the list
offers grouping by:

e Type of request (Returnable/Non-returnable)

e Active Supplier

Staff User’s Guide — Integrated I1LL 33
January 13, 2014



e Open Date

e Last Activity Date

e Shipment Method

only Type of request and Open Date are relevant for NEW requests.

Status Infa, |

Status Display

Today - Monday 20/02,/08
Last week - 13/02/06 - 19/02/06

Two weeks ago - 06/02/06 - 12/02/06
Last month - 01,0106 - 29/01,06

73 Cilder

3. To work on a group of requests, highlight a line to select it, and click Select,
or double-click the line. The Borrowing tab changes to Functional mode,
where requests can be processed and where actions can be taken.

3.2.1 Locating possible suppliers

Note

“New Requests” refers to all requests that are New, New — Staff Review or Locally
Owned.

The first task when dealing with new requests is to identify possible suppliers.
Clicking the Locate button from the List of Requests initiates searching for the
requested title on the catalogs of the possible suppliers, and thereby builds the list of
potential suppliers for the request. The list of suppliers that are checked has been pre-
configured for your ILL Unit, sensitive to the request type and the requested media.

You can display a “Locate Preview” window to review the “locate” process, to see
which suppliers were checked, and the outcome of each check.

To preview the Locate process:
From the Borrowing menu, select “Preview on Locate™:

ALEPH  Yiew|| Borrowing |Lending  *Services  Help |?|

@ | IRequest; Create Mew Serial Borrowing Reguest Zkr[+FS
Y F—F Create Mew Non-3erial Borrowing Request Cerl+Fé
@ ||Request .

| Preview on Locate

@ |@ I a| | & i ListnFReguestsl I

® [1] Functional O [2]5ur|| |

When you click Locate from the List of requests, the Locate Preview window
displays:
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Looas Previom N ~TE

Supplier ]LeveI]Pos. JNote JBase JType ]Request ]#Blb. Hits I#Items|
HYL ILL Unit-East Asian 1 1 Supplier is valid HiL LINIT wti= (barbarians and 1603-1268) a FOE N
Law ILL Unit 1 4 Supplier is valid L UNIT wti= (western barbarians in japan 0 [al{n)]
and formosa in tokugawa days
1603-1868)
MED Mo-ISO Unit 1 & Supplier is valid MED-1  UNIT wti= (western barbarians in jspan 0 Jul{n)]

and formosa in tokugawa days
1603-1868) and wau= (paske-smith
) and wpl= kobe japan)

MED UNIT wti= (barbarians and 1603-1868) 0 [ul{n)]
and wau= {paske-smith m})
MED ILL Unit-Medicine 1 2 Supplier is valid MED-1  UNIT wti= (western barbarians in japan 1] uj{n)]

and formosa in tokugawa days
1603-1868) and wau= {paske-smith
rr) and wpl= (kobe japan)

MED LINIT wti= (barbarians and 1603-1868) o oo
and wau= {paske-smith m}
HYL ILL Unit-East Asian 2 1 Supplier is valid USM40  UNIT wal= {paske-smith ) and wii= o o
tbarbarians and 1603-1868) and
wyr= {1930)

HYL ILL Unit-East Asian 293 1 Supplier is valid

J

Cancel

;I Help |

The Locate Preview window shows you successes and failures. The list shows each
supplier listed in the roster, the level and position within the roster level, a message on
supplier status, the code of the base on which the search query is performed, the
supplier type (internal, external, and so on), the search query, and, for each, the
number of matching bibliographic records found, and the number of relevant item
records found.

To complete the process, click Locate in the Locate Preview window. If the locate is
successful, suppliers are assigned to the request, and the request status changes to
“Waiting for Process”:

List of Requests

Locate

Reguest I Status

Send

Fieceive
Returm
Response
Brint
Delate

Change Status

Copyright
Push) Gire
LI Push Iter
Sort Type Fequest Mumber LI Push Patron

A A

If the locate does not succeed in finding a possible supplier, the request status changes
to “Locate Failed”.

If you do not want to perform the Locate action at this time, click Cancel.
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When there is a technical problem (in the locate process) such as a wrong IP address
or a communication problem, the potential partner is displayed on the list and the
"Note" column contains an error message, indicating that the process has failed for
this partner.

3.2.2 Assigning potential suppliers

The Locate process assigned potential suppliers, and now the Suppliers tab displays
in the lower pane:

1, Request Infa, I 2. Bibliographic Dretails I 3. Request Details 4, Suppliers | E. Messages
0z _ HYL ILL Unit-East Asian El Pending Add Supp |
o3 Lawd LT Lab Mo-I1SO Unit Pending
Bie-arramge |
Delete |
Wrifilled |

The request is sent to the suppliers in the order in which they are listed. There is no
need for action when this tab displays, but you can add or delete a supplier, modify a
supplier’s parameters, or re-arrange the order of the list.

To Do this
Add a supplier, without performing a Click Add. The Add Supplier window
“Locate” check displays.

Note

For detailed information about the

various fields, refer to Integrated ILL
online Help.

The supplier added in this manner will
always be first in the list.

Modify a supplier

Change the order of the list in the
Suppliers tab

Remove a supplier from the list

Click Modify.

Click Re-arrange. A window pops up,
enabling you to manually change the
order of the list, and thereby change the
order in which the suppliers are chosen.

To change the order of a supplier in the
list, in the pop-up window, type a line
number identifying where you want to
place the Supplier in the list. The
Supplier list will be re-sequenced and re-
numbered.

In the Supplier tab, select the relevant
supplier, and click Delete.
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To

Do this

Dispatch the request to the first supplier
in the list

Prepare for  different

purposes

print/output

Change a highlighted request’s status to
Deleted

Change a highlighted request’s status to
Deleted or Canceled or any other status
that your system setup configuration
supports.

View, check and change copyright status,
and enter copyright payment information

In the List of Requests, click Send. The
request will be sent electronically, by e-
mail, or a form will print, depending on
supplier configuration.

In the List of Requests, click Print. The
options available include:

e The request details, for internal
use

e Letter to patron requesting
additional information

e Letter to patron requesting
copyright affirmation

The Print Form lets you change the
request status of not-yet processed
requests to New-Staff Review. A
request which has already been sent
out to a supplier can be changed to:
Waiting-Patron Reply.

In the List of Requests, click Delete. This
removes the request from any further
processing.

Click Change Status. A window pops up
allowing you to choose the status, and,
optionally, to enter a note. The note is
entered in the Request Log.

Both Deleted and Canceled remove the
request  from  further  processing.
Functionally, there is no difference
between changing the status to Delete,
and using the Delete button.

Click Copyright. This button is active
only for non-returnable requests’ material
and only if your library has implemented
the USA copyright standard.

3.3 Following up borrowing requests
There are three tools at your disposal for follow-up:

e Request status node — monitor the follow-up request statuses; some I1SO ILL
messages trigger automatic change of the request status; in other cases, you
might want to change the status manually.

e Messages node — monitor the messages sent by the potential supplier
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e Batch services/reports — Identify requests that were expected to have been
supplied or acknowledged within a reasonable period of time (within the
average supply days that has been set for the request at the supplier).

3.3.1 Viewing borrowing requests’ statuses

@ |Gy &

O view Active 5t

=- Statuses
= MNewr (897
- Mew (B5)

- Locate Failed {6)
- Errar {0}

-- Pending (25}
- Shipped (2)
-- Unfilled {73

. ronditicemal £2%

{3 [1] Functional & [2] Surmmary

o Mew - Staff Review (4)
- \aiting for Process (23)
- Waiting for Process (15)

- Locally Owned (2)

Some of the Status nodes that display in the left Navigation pane of the Borrowing
tab’s Summary mode (illustrated above) must be monitored in order to advance a
request from one status to another. Other nodes can be used to verify that processes
are working smoothly. Following is a list of the statuses for as they display. The
statuses that are emphasized in bold are the statuses that you will want to examine for
follow-up. Statuses marked with an asterisk are related to 1SO ILL messages or
automatic processing, and must be monitored in order to move a request along.

Status

Explanation

Canceled

Closed

Conditional Reply *

The Supplier has sent a message indicating the conditions
under which an item may be borrowed.

Damaged

Estimate Reply *

The Supplier has sent an ESTIMATE message, giving you
an estimate of the cost to provide the service requested.

Expired

Hold Placed

Loaned to Library

ILL Material received from supplier but not yet loaned to
patron

Loaned to Patron

ILL Material is currently loaned to patron
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Status

Explanation

Locally Owned

Locate Failed *

The LOCATE action did not succeed, and Potential
Suppliers have not been assigned for the request.

Location Reply *

The Supplier has sent a LOCATIONS message, giving
location information, in response to the request query.

Lost

New

New — Staff Review

Overdue * The supplier has notified you that the item is now
overdue; you will now have to inform your patron.

Pending

Recall

Recalled * The Supplier has recalled the item; you will now have to
inform your patron.

Received

Renew Accepted *

Your request for renewal has been accepted; you will now
have to change the local due date of the item, and
(optionally) inform your patron.

Renew Rejected *

Your request for renewal has been rejected; you will now
have to inform your patron.

Renewed

Replies — Staff Review

Retry * The Supplier has sent a RETRY message, informing you
that the material is not currently available, and you should
retry at a later time. You might decide to move the request
on to another supplier.

Returned

Returned by Library

For 1SO partners: ILL material returned to supplier and
request 'waits' to supplier's check-in message.

Returned by Patron

ILL material returned by the patron to the library. Not yet
returned to supplier

Sent to Supplier

Shipped

Unfilled *

The last assigned Potential Supplier has reported that he is
unable to supply the request.

Waiting Cancel Reply

Waiting for Process

The request has an active Potential Supplier, but the
request has not yet been sent. If your library uses
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Status Explanation

automatic processing, this status group should not have
requests piled up.

Waiting Patron Response | Pending status- The request has already been sent to the
supplier but additional information has been requested by
the supplier. Letter sent to patron to clarify the issue.

Waiting Renew Reply

Will be supplied

3.3.2 Handling messages in the Messages node

The Messages node includes messages received via the ISO ILL Protocol. Not all
messages display here; a message that triggers a change in the request status is not
displayed here, since it will be handled through the Status nodes.

Messages that are received in a manual manner can be registered in the request log;
they are not reflected in the Messages node.

ISO ILL Electronic Messages

Messages that are received from ILL partners through the 1ISO ILL Protocol are
automatically registered in the system. In some cases these messages change the
status of the supplier, and/or the status of the request. The new status can trigger
further processing. For example, if the supplier sends an “Unfilled” message (that is,
the supplier cannot fulfill the request), the supplier status automatically changes to
Unfilled, and the status of the next potential supplier automatically changes to
Waiting for Process (that is, ready to send). When an unfilled message is received
from the last supplier in the list, the request status changes to Unfilled.

The message nodes display the following ISO ILL message types:

e Cancel reply - These are the replies that suppliers have sent in response to
your messages requesting that a request be canceled. A (False) reply does not
influence your request’s status; a (True) reply changes the supplier status to
Canceled, and manual follow up is now required for the request.

e General Message - These are messages of a general nature

e Status Query - This is a message for consistency checking; it is automatically
replied to by the system.

e Status or Error Report - This is a system message for cases where a message
does not conform to the ISO standard.

The number in parentheses on the message nodes is a count of the number of
messages of this type.

Choose a Message node in order to display and work with the requests and the
messages.
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- Expired {0}
é--Messages
- Cancel Reply (163
zeneral Message (8)
Status Query (3)
-~ Status or Error Report (1)

The upper section of the Messages pane displays active messages:

IMessages Info I

Date/Time IRequest N| Details J Title ] Request St&|
18/12/05 12:37 277 General Message Strong words frorm Mr. Redmond. LOP 1= Select |
656+54ljkkkkkkk from <= Treason to the home rule cause, St Al |
19/12405 14:29 89 General Message Shik chieh chfing nien. CLS
111111111131131313111 from Dismiss |
<=
08/02/06 16:30 394 General Message notes fram Blue sky law reporter, WICR.
ILL_Lawy
G e note on the  Shilh chieh chfing nien.
I or 89 from ILL_LAW
09/02/06 17:47 29 General Message Note trial 2 Shik chieh chiing nien. CLS
from ILL_LaWy L
13/02/06 10:05 158 General Message 11111 from Strong words from Mr, Redrmond. RT
TLL_ LAt Treason o the home rule cause,
13/02/06 23:25 394 General Message this is a Blue sky law reporter, WICR.
message in response. It wil hd|

1. Reguest's Messages | 2. Request Details I

Fequests Mezzages I

Date; Time System Note Requester Name m
30/11/05 16:48 General Message asdfsdfasdf from Aaberg, Oscar
07f12/05 16:04 CancelReply (False) message from ILL_L AWy Aaberg, Oscar
13/12/05 1412 StatusOuery message from ILL_LAW MNote: <= Aaberg, Oscar
14/12/05 10:53 General Message test from <= Aaberg, Oscar
19/12/05 14:29 General Message 11111111111111111111 from <= Aaberg, Oscar —
09/02f06 17:44 General Message note on the message for 89 from [LL_LAW Agberg, Cscar
09/02/06 17:47 General Message MNote trial 2 from ILL_LAW Aaberg, Oscar ;l

A message is active until it is “dismissed” by a staff user; it can be dismissed in either
the Summary mode or the Functional mode. A dismissed message can be reactivated
in the Functional mode.

When you choose a line in the list, request information and significant messages that
have been received for the request (both active and dismissed), display in the tabs of
the lower pane.

To Do this
Remove a request from the messages Click Dismiss. It remains registered and
view viewable when a single request displays

in the Functional mode.

Send a response to the supplier Click Message. The Message button is
active only for General messages.

In addition to providing message information, the Messages Pane is your “gateway”
to functional handling of requests for which messages have been received. To handle
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the requests, click the Select or Select All button. This moves the requests and the
interface to the Functional mode.

Manual messages

Your ILL Partner might send you a message concerning your request. You can update
the request, register the message in the log, and/or change the supplier status. There
are different ways of handling each situation; there is no one hard and fast rule and
guidelines should be set up by your library.

For example, if the supplier informs you that he cannot fulfill the request, you will
update the supplier status to Unfilled, this triggers an automatic update of the next
potential supplier to New, and the request status automatically changes to Waiting for
Process (that is, ready to send). You can then either click Send, or let automatic
processing dispatch the request.

When you report Unfilled for the last supplier in the list, the request status changes to
Unfilled. You might immediately inform your patron, or you might deal with all
Unfilled requests as a group. Rather than reporting Unfilled, you might prefer to
change the status request to Canceled. These are only examples of how these
situations might be handled.

3.3.3 Available borrowing-related batch services / reports

You can access batch services from the Services menu. The following services relate
to borrowing requests.

Claim Report and Letters (ill-73)

This batch service creates a report of all non-ISO “Sent to Supplier” requests that
have not been received up to the date expected. The service can be set to prepare a
report and/or a “claim” notice that is sent to the supplier.

Static Status Requests Report (ill-66)
This batch service (ill-66) creates a report of all open requests that have remained in
the same status for an excessive length of time.

3.4 Receiving material from suppliers

Material receipt and the resulting processes are different for Returnables, Non-
Returnables, and for material supplied directly to the patron.

e Returnables — Receipt of returnable material triggers the creation of
temporary item records that are deleted when the items are returned to the
supplier. The item status of the checked in material determines (in accordance
with your library’s setup) whether the loan to patron is performed
immediately, or whether is it performed later, when the patron picks up the
material. The request is CLOSED when the material is returned to the
supplier.

e Non-Returnables — Non-returnable material is material that is handed over to
the patron, with no need for follow-up or return to the supplying library.
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Receipt of non-returnable material does not create item records, and
immediately changes the request status to CLOSED.

Receipt of material from the supplier can be registered in one of two ways:

e By accessing the particular request, and clicking the Receive button on the
selected request from the List of Requests

e By entering the request number in the Bulk Operation window

Bulk receipt is a more efficient way to check in material, but it requires that you have
the request number in hand. It differs from receiving a single request in that costs and
notes cannot be entered.

To receive a single request (returnable or non-returnable)

1. Inthe List of Requests, select a request and click Receive.

Title Request No, Staus Last Activi s Rush

This initiates registering receipt of the material. A window pops up so that you
can choose whether the material is returnable or non-returnable.

rEE—

Choose Receive Type

ok
. Cancel |
" Mon-Returnable

Help |

2. Choose a Receive type, for example, “Returnable”, and click OK, after which
a form displays for you to complete:
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Receive Returnable Material

1. Request ] 2, Ttems ]
Crate Received | 30,/10,/2011
Media Arrived |F"rinted [Loan) ﬂ Refresh

Expected Return Drate | 27 f11fz011

Ttern Status |I"2 Horme Loan [02) ﬂ

Supplier Currency |

Supplier Cost | 0,00

Supplier Local Cost | 0,00

Patron Local Cost | 0.00

Mote |

Shelving | Cancel

v Send Received Letter To Supplier

il

Help

Note

For detailed information about the various fields, refer to Integrated ILL online Help.

To receive requests in bulk (returnable or non-returnable)

In the Navigation Tree, select one of the Bulk Operation nodes (either Bulk
Operation — Receive Returnable or Bulk Operation — Receive Non-Returnable).
The right pane displays a check-in form:
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1. Bulk - Receive Returnable l 2. Items ]

Fill Crata To Send

Itern Status |I"2 Harme Loan [02]

Expected Return Crate | 30,/10,/2011

Arrived Media

|F‘rinted (Loan)

[ Send Receive Letter to Supplier

=

Enter Raquest Mumbear | 349

Send |

Patron ID

Patron Name

Patron Status

Patron Type

Patron Expiry Date

Patron Status (during loan)
Patron's Due Date

Home Library

ILL Unit

Open Date

Requested Media

Level of service

Pickup Location

Patron Note

Staff Note

Need by Date

Copyright Compliance
Copyright Declaration Signed
Willing to pay

Requested Send Method
Send Material Directly to Patron
Active Supplier

Active Supplier Request No.
Request to Supplier Status
Active Supplier Protocol Type
BL Keywords 1

BL Keywords 2

Required Return Date
Supplier Cost

Supplier Currency

Barcode

oooooolz
Aaberg, Oscar
Faculty

18/08/2014

ILL_HYL
09/10/2011
Printed (Loan)
When convenient
Home address

09/10/2013

§[]

§[]

Email

Mo

ILL LAW

Sent to supplier
Letter

0.oo

This window is used for reporting receipt of returnable material, that is, the material
that must be returned to the lending library. Temporary items are created in your
library so that you can loan the material to your patron for follow-up.

After you click Send, the details of the request display in the lower portion of the
window.
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Note

For detailed information about the various fields, refer to Integrated ILL online Help.

3.5 Renewing Material on Loan

Renewing of ILL material is treated differently than regular renewals — some of the
ILL protocols require requesting renew permission from the lending library. The
actual renewal of the loan can occur only after a reply confirming that renewal is
possible for the item is received from the lending library.

3.5.1 Sending a Renew Request

In the List of Requests, select a request and click Response - Renew. The
following form is displayed:

Response Dptions §|

Choose Response Options

MHate
Original Due Date | 02/08/12
Desired Due Date | 00,/00,/0000 E Cancel

[ &= |
Help

The Original Due Date is displayed. This is the date by which the item must be
returned to the supplier.

After entering the desired due date and clicking OK, the status of the request changes
to Waiting for Renewal. The renewal request is sent to the supplier.

3.5.2 Renew Accepted

After receiving a reply from the Lending Library, the loan can actually be renewed.
The ILL staff performs the actual renewal manually by selecting Renewal - Accepted
from the Choose Status drop-down list:
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Change Request Status

urrent Status

| Wiaiting For Renewal Rephy

Choose Stabus

=

|Renewal - Accepted

MHiate

X

Original Due Date

| 05/04/11

Fequested Due Drate %“ | 05,06,/2011

El Help

The request status is updated to Renew Accepted (RNA) if this relevant according to
the protocol. (This is not relevant for BL protocol). A new due date is calculated for
the loan according to the library's regular renew policy. This includes overdue fine

creation.

Note that for the ISO protocol, this is done automatically when the Renew Answer
message is received, stating that a request can be renewed.

Note:

In the case of multiple temporary items, all of the items’ loans are extended.

3.6 Renewing and Recalling Material on Loan to Patrons via
GUI-Circ

The ILL loan to patron can be renewed in the Circulation Module.

From the Patron’s ILL Request list:

1. Highlight the I LL request in ILL Requests of the Patron Activity.
2. Click Renew.
3. Type the desired new due date.

The status of the request changes to Waiting for Renewal. The renewal request is sent
to the supplier.

batweens the two famous

=
st of 1L Regusy |
Bbliograghic Info Daty Status Duo Dot Req Modia Pickup ]
test for Barcodel 07/01/2008 Loaned to 01/02/2008 Erintod (Loan) Law Library Al ashem |
Patyon I
|
Test for barcode. 07/01/2008 Loaned o 01/02/2008 Printed (Loan) Law Ltrary
Pavon
TEST FOR BARCOCES, 07/01/2008 Loanad o Loan request has arrived Printed (Loan) Law Library
Lirary
TEST FOR BARCOOES, 07/01/2008 Loanad o Loan requast has arrived Printed (Loan) Law Litrary
Litrary
Music and Art. 07/01/2008 Loaned o Loan request has arrived Printed (Loan) Law Library
Litrary
The whole contention 01,/04/2008 Shipped Printed (Loan) Madicina Lbrary
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In addition, it is possible to renew the ILL material like any other loan (from the
Patron loan list, item loan, and in the Renew by Barcode option.

From the Patron Loan List:
1. Highlight the ILL loaned material in Loans list of the Patron Activity.

2. Click Renew Marked.
3. Type the desired new due date.

P s —

Bibliographic Info Due Date Hour Barcode Call number Item Status Sublibran Fine Requests ]
test no ownership Lost 11559 000000553 1LL Home Loan Law Library L
Konzert fr zwei Violinen  28/08/11 24:00 S50 Ordered-recaived Main Lndergr aduate
ster (1950) =
29/08/11 13:00 1LL-574 000000574 ILL Home Loan
/08/11 13:00 ILL-575 000000575 n

Law Librar:

30/08/11 B52341 2000B 4794

31/08/11 32044066651779 4P95.C4 K283 Regular loan East Asian Library
0 3106/ 24:00 32044066638503 AI19.C5 €550 Regular loan East Asian Library
31/08/11 24:00 HYEEXA 4P95.C4 T343x Regular loan (depository) East Asian Library i
04/09/11 24:00 32044066638533 4P95.C4 TaB Regular loan ibrary
el 04/09/11 24:m0 1000 On ordk ary
T'an so yii cheng ming = 04/08/11 24:00 32044066643867 4P95.C4 T453 Regular | ary -

The status of the request changes to Waiting for Renewal (when relevant according to
the protocol type). The renewal request is sent to the supplier.

Note: The SLNP protocol does not require asking the lending library for renewal
permission. Therefore, for this protocol, the loan period is extended without sending a
renewal request to the supplier.

Note: Depending on the system setup, patrons may renew loaned ILL items via the
Web OPAC.

Recalling an ILL loan can be performed by the system or done manually. Click
Change Date in the Circulation loans list and enter the recall date manually (minus
the return delay). In addition to this, the recall letter to patron should be issued from
the ILL module. See Corresponding with the Supplier on page 51.

Lt of Lowes |
Bibliographic Info Due Date Hour Barcode Item Status | Sublbrary Fine Request]
5454 Lost ILL-291 ILL Home Main Undergraduate :]
Loan
k;upgouyfo7tf, 17/04/08 20:00 2389961 ILL Home Law Lbrary
Loan
subtitle ; title of subtitie, ILL Home
Loan
World War [ /R. G. Grant. 30/05/08 13:00 239006-1 L Home Law Library
Atlas of the world, / 29/04/08 M x| Entricot Steak Lbrary 42,00
Mishneh kesef : 07/05/08 D De: Dus Houri [ b manttray
05 2008 b]|2000 | Cancel
Works issued by the Hakluyt  08,04/08 [ vawses &f : ) Music Lbrary 1
Soclety.test_6. telp [
C/2100 070 e 1 16/04/08 ~ Main Library 19.00

The automated workflow for recalling, involves setting up the recall policy for ILL
material, placing a hold request on the recalled item, and generating the recall letter
using p_cir_13 service. The recall date for the ILL material will be generated by the
system.
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3.7 Returning material to suppliers
The return of material to a supplier can be registered in one of two ways.

e By accessing the particular request, and clicking the Return button on a
selected request from the List of Requests

e By entering the request number in the Bulk Operation window.

It is more efficient to check in material in bulk, but it requires that you have the
temporary item barcode or the Request Number in hand. It differs from returning a
single request in that a note cannot be entered.

Note:

When material is received from a supplier, temporary items/barcodes are created. The
material is loaned to the requesting patron for follow up.

If the patron checks in these temporary items in Circulation, depending on your
library’s setup, one of the following happens:

e A warning pops up informing Circulation staff that this is an ILL item, which
should be transferred to the ILL staff for further processing; the patron’s loan
is checked in, and the ILL request status changes to “returned by patron”

e The patron’s loan is checked in, and the ILL process is completed as well.

If the patron returns the item directly to the ILL staff, when the item is processed for
return to supplier, check-in of the patron’s loan is automatically triggered.

Note:

If the borrowing request has multiple items, the following message is displayed:

This request has x related items. Continue?

Verify that all related items are returned. If they are not, click Cancel.

To return from a single request

In the List of Requests, select a request and click Return:

st of Requests |

Request ho,

The golden-pippin; an English burletta, The music compiled from the works 56 Loaned to Library
of the most celebrated mas

Journal of the Amer ican Chemical Society. 124 Loaned to Library 2005/12/04 when convenient

Harrative of 2 voyage, in His Majesty's late ship Alcests, to the Yellow Sea : 118 Loaned to Library 2005/12/04 “When convenient
along the coast of Co

Marrative of a voyage, in His Majesty's late ship Alcests, to the Yellow Sea : 120 Loaned to Library 2005/12/04 when convenient
along the coast of Co

Selected works / Sigismond Thakberg ; edited by Jefirey Kallberg. a1 Loaned to Library 2005/12/04 “When convenient Changs Status
Shih chieh wan pao [microfarm] 145 Loaned to Library 2005/12/13% ‘When convenient

2005/12/04 ‘When convenient

[z |
Sork Type [te-pscending =] PushPaen
This initiates registering of the return of the material. The following form displays:
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Enter a nate: |
I Cancel |

[T Send Retutrm Letter ba Supplier

If the communication with the requester is through the ISO ILL protocol, the text
entered in the field will be attached to the Checked In message.

If the "Send Checked-In Letter" check box is selected, and the requester does not
communicate through the ISO ILL protocol, the text entered in this field will be
included in the letter that is sent.

To return in bulk

1. In the Navigation Tree, select the Bulk Operation — Return node. The right
pane displays a check-in form:

Bulk - Return |

(—Fill Data To Send

[~ Send Return Letter to Supplier
Ttem Barcode |
Send

Enter Request Mumber | +|

Patron ID 00000036 Morand. Paul 15851876,
i orand, Paul e
:::x: S":::JS ':::uhr:yd' Duet Green slhoots', / by Paul Morand; introduction by A. G. Walkley,
Mew York, = : T. Seltzer, 1924..

Patron Type Arts and Sdences 152 p. ; 20 cm.
Patron Expiry Date 18/09/2012
Patron Status (during loan) Waoolf, H. L.
Patron's Due Date
Home Library Law Library
ILL Unit ILL_HYL
Open Date 20/09/2011
Requested Media Printed (Loan)
Level of service When convenient
Pickup Location Home address
Patron Note
Staff Note
Need by Date 13/12/2011
Copyright Compliance
Copyright Declaration Signed No
Willing to pay MNo
Requested Send Method Email
Send Material Directly to Patron No
Active Supplier ILL_HYL
Active Supplier Reguest No.
Request to Supplier Status Closed
Active Supplier Protocol Type Letter
BL Keywords 1
BL Keywords 2
Required Return Date 18/10/2011
Supplier Cost 0.00
Supplier Currency
Barcode 1LL-774

This window is used for reporting the return of the supplied loaned material to the
lending library.

To send the lender a "Returned” notification, select the Send Return Letter to
Supplier check box. If you use the I1ISO ILL Protocol to communicate with the
requester, the notification will automatically be sent, and the check box is not
taken into account.

2. Type the barcode of the item being returned (this is the temporary barcode
assigned when the material was received), or the Request Number, and click
Send. The updated details of the request display in the lower pane.
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Note that if the request has multiple items, the barcode of any of the items can be
entered to return all of the items.

3.8 Other Borrowing Request Activities

3.8.1 Corresponding with the Supplier

You can correspond with the supplier at various stages of the borrowing ILL
workflow from the Borrowing Request List by clicking Response. This opens the
Response Option Form which contains various communication types that you can
send to the supplier:

Response Options |

_hoose Response Options

Cancel j
[Mezzage |
MHate

Cancel

i

Help

The response options that are listed are sensitive to the request status.
For example:

A borrowing request that has just been sent to a supplier but not yet received, will
have the following options:

e General Message
e Cancel
e Claim

A borrowing request that has been registered as 'Received' but not yet returned to the
supplier, will have the following options:

e General message

e Renew

e Lost

e Damaged
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3.8.2 Copyright

The Copyright button of the Borrowing Request is active only if your library has

implemented the USA copyright standard.

Copyright Management is enabled for non-returnable requests (copy or electronic

media).

The GUI-ILL Borrowing interface enables you to view the copyright status and the
overall copyright summary of the title within the pre-defined number of years. In

addition, you can update/recalculate the copyright status.

To access the Copyright Management window, from the Borrowing Request Lists,
click Copyright. The Copyright button is enabled for each non-returnable request

(copy or electronic).

~1al x|

=
Copyright Information
Title L The Quarterly journal of economics,
ISSN/ISBN L 00323-5523
Year 2003

Copyright Status 11-Might be under max of free copies

Current Copyright Summary

Filled Requests 1]
Outstanding .
Requests 1-Req. No:65

=

—Update Copyright Status

Change Copyright Status bo |11-Might be under max of free copies j Recalculate |
Mate I H
w

—iZopyright Payrmernt

Apprawal Hurnber I

Payrnant Status I d

OK I

Canicel |

Help

The Copyright Management window displays the following information:

The Copyright Management window allows a staff user to update the copyright status

Request information: title, ISSN/ISBN and year
Request latest copyright status.

Copyright Summary of the title within the pre-defined range of years. The
summary shows the current number of outstanding and filled requests for the
title within the pre-defined range of years. The counters include the current
request. All related request numbers are listed. Note that this summary is
updated each rime the Copyright Management window is opened so it might
happen for example that the copyright status shows "11-Might be under the

max of free copies” but the counter of 'Outstanding Request' is already above

the max of free copies.

in one of the following ways:
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e Change copyright status — the staff user may update the copyright status to one
of the following final statuses:

o 00 - Free of copyright fee
o 10— Under maximum number of free copies
o 20 - Above maximum number of free copies

A request with a ‘final' copyright status is not checked again by the system upon
request fulfillment therefore, the manual changed will not be overridden by the
automatically system calculation.

To change the copyright status, select the required status from the list, you may
add a free-text note. To perform the action, click the OK button. The manual
update and the note (if exist) are written to the Request Log transaction.

e Recalculate — The 'recalculate’ action manually activates the system re-
valuation of the copyright status. This action might be required since the
system automatically calculates the copyright status only in two cases (request
creation and fulfillment/un-fulfillment) but you may want to reflect the most
updated copyright status in an intermediate step.

To do so, click Recalculate. The updated status will appear in the 'Change
Copyright Status to' field. You can add a free-text note. If you want to proceed
with the action, click OK. The manual update and the note (if it exists) are written
to the request log transaction.

The 'Copyright Payment' section is enabled in the Copyright Management window of
each filled request with a copyright status of '20 -Above the maximum number of free
copies'.

The 'Copyright Payment' section includes the following fields:

e Approval Number — displays the approval number that is assigned to the
copyright file of the request

e Payment Status — shows the payment status of the request
Upon fulfillment of a request, the initially assigned values for those fields are:
e Approval Number — left empty

e Payment Status - ‘'Not handled' (copyright payment procedure has not yet been
concluded).

Both fields, Approval Number and Payment Status, can be processed by the
'Copyright Payment Report service' (ill-61). There is also an option to manually
update these fields.

Each update of the copyrights status is written into the Request Log and can be
viewed via the GUI-ILL Borrowing Request Log. This is especially important for
manual copyright changes but also applies to changes made automatically by the
system. In the case of a manual update/recalculate, the free note text (if it exists) also
appears in the log.

For more details, see the Copyright — US Mode chapter in the System Librarian’s
Guide- Integrated ILL.
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3.9 Sending Borrowing Requests to OCLC using Direct-to-
Review

ILL Direct Request is a service that facilitates unmediated interlibrary loan. With
Direct Request, ILL requests are created by an external source, and then sent to the
OCLC Interlibrary Loan service. OCLC ILL is checking the requests against its
suppliers file, and based on the Direct Request information can send the request to
specific supplier.

Tracking the request status is then done by communication between OCLC ILL and
the supplier. The external ILL system which initiated the request is not involved in the
actual ILL process.

This is illustrated in the following diagram:

ILL
system

Direct Request

»

A
I
|
|
|
|
|
|
|
|

OCLC ILL = | Supplier

Fequest Status

It is possible to send borrowing requests from Aleph ILL module to OCLC ILL using
direct request (Direct-to-review). The requests that were sent to OCLC will be placed
in the requesting institution’s OCLC review file.

3.9.1 Defining OCLC Direct Supplier

An OCLC Direct supplier is defined as any other ILL partner (see section 2.1 Setting
up ILL partners on page 17). It can be a shared external partner or a non-shared
external partner, depending on the library’s policy.

The OCLC Direct Supplier must be set with the OCLC Direct protocol type.

Since the initial send to OCLC Direct supplier is done using an ISO message, the
communication fields are required when the protocol type is OCLC Direct. However,
the institution symbol field of the OCLC direct supplier is optional.
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Note:

Since the OCLC symbol of the requesting institution is different than that of the
regular institution symbol, it should be defined as an alias.

Due to a technical requirement of the OCLC direct service, the alias content is set in
the “Institution” tag of the APDU.

3.9.2 Workflow for Borrowing Requests when Supplier is OCLC Direct

In general, the flow of the outgoing ILL request when the ILL partner is defined as
OCLC Direct is a regular ILL flow. The operator uses the same interfaces to apply the
exact same flow as for regular 1ISO ILL requests or for Letter requests. The major
difference is that in the case of OCLC Direct Supplier, no messages are produced
except in the initial send action. This is because the actual communication with the
supplier is done inside OCLC. Manual status changes can be done inside Aleph ILL
to reflect the status of the request inside OCLC. These changes are done by staff
members and are under their responsibility.

Sending Requests to the OCL.C Direct Supplier

When a request is sent to OCLC Direct supplier, an APDU message is sent, including
all regular APDU tags, as happens when sending requests to suppliers with protocol-
type = 1SO. In addition, the following object is added to the responder-specific-
service element of the ILL-Request APDU:

OCLCILLService DEFINITIONS ::=
-- The object identifier for this EXTERNAL
-— is 1.0.10161.4.1000.2.1

BEGIN

OCLCILLService ::= SEQUENCE ({
oCLCILLServiceType [0] IMPLICIT OCLCILLServiceType
}

OCLCILLServiceType ::= ENUMERATED {
directToProfile (1),
directToLender (2),
directToReview (3)
}

END

Aleph always sends OCLCILLServiceType value 3 (directToReview).

More details about the responder-specific-service element can be found at:
http://www.collectionscanada.gc.ca/iso/i11/regi4-1000-2-1.html

Manual Status Changes

As described above, after the request is sent to the OCLC Direct supplier, it is handled
inside the OCLC workflow.
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It is the staff user’s responsibility to reflect the status of the request in OCLC to Aleph
ILL. (This is necessary so that patrons can review the request’s status in the OPAC).

It is the library’s decision on how accurate it wants to keep the status of the request in
Aleph ILL. For example, some libraries might want to update the request when it is
shipped, and others might update the status only when it is actually received in the
library.

The Change Status options are defined in ./alephe/tab/tab_ill_change_status_out.

Patron Updates of ILL Requests via the OPAC

Patrons can monitor their ILL requests from My Library Card in the Web OPAC.
Since status changes are performed manually by staff user:

e Patrons are not able to renew OCLC Direct-to-review requests via the OPAC.

e Cancel of a request by patron is available only for requests that are not yet sent to
the OCLC Direct supplier. (The status is either New, Waiting for process, or
Locate failed).

4 Lending Requests

ILL lending (incoming) requests can be received in non-electronic format, by
telephone, fax, e-mail, mail, and so on. These requests must be entered into the
system for handling. Requests can also be received in electronic format, in the 1SO
protocol standard, or in the SLNP format in which case they enter the system without
manual intervention.

In this section we explain the procedures and forms for entering requests into the
system.

4.1 Creating an ILL Lending Request
There are two options for creating an ILL lending request:
e From the Lending menu

e From full record display in the Search tab

To create an ILL request from the Lending menu

1. Click the Lending menu, or press ALT + L. Then click the relevant button for
you chosen format (serial or non-serial), for example, Create New Serial
Lending Request:
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ALEPH  Miew Borrowing|| Lending |*Services Help [ 2]

@ | IRequest Murnber Create Mew Serial Lending Request ChH+F7
= Create Mew Mon-3erial Lending Request  Cerl+FS
v Preview on Locake

@ | IRequest Mumber

@ |G|y |a

® [1] Functional O [2] Sur

List of Requests I

Or, click the button as the far right of the Borrowing bar (for Create New Serial
Lending Request or Create New Non-Serial Lending Request:

@
A form displays:

Create New Lending Serial Request x|

Requester I I MED LT |_|
Level of Service: Iwhen conveniznt 'I

Titles I Journal of chemical experimentation @
125M: | 1234-C67%
Wear: I 1999
Walume: I 17
Issue: I
Requested Pages: I 13d-165
Month/Season: I vI Dray: I vI
Title of Article: I Setting up highscholl laboratories E
Authar: I MHuttal Sirmon
Source: I E
Requester's Reference Mo, I
Fequester Mote: I Prefer bo receive this electronically, but hard copy will suffice @
Drelivery Infarrmation
Meed by Date: I 17 f3 /2009 m
Requested Madia: IDhotocopy (Electranic) j
Media Send Methad: IEmail d
¥ wiilling ta Pay Fae Cancel |

Help |

Note that slightly different forms display, depending on where you initiate the
request (from the Borrowing Menu or from Full Record), and depending on the
material type (Serial or Non-serial). The above is an example of a Serial form.

2. Complete the form, and click Send. You will be transferred to the Functional
mode in the Lending tab, where you can continue handling the request, by
initiating the Locate function.

To create a Lending request from the full record display in Search mode

1. After finding a relevant record, from the full bibliographic record display in
the lower pane, click ILL Request:
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1, Full +Link | 2. MARC Tags '| 3, MARC Public View | 4, Catalog Card 1 5, CRaticn ]

Fecord No.- Serial

LC Na.

1S5M

Titka

Imprint

Descr,

CurFreq.
MNumbering Note
Mumbering Note
MNurmbering Mote

000000815

QCL A6

0003-3804 1521-3880

Annalen der Physik.

Leipzig, J. A, Barth; [etc.].

v, ill.(part col.) maps, diagrs, 20-24 cm,
b no. a yaar,

Suspended publication 1944-1946.

Vols. also have continuous numbering.

Alternate numbering: v. 31-60 also called "Neus Folge, erster-dreissigster Band";
W, 61, "Neusste Folge, erster Band"®; v, 62, "Neueste Folge, zwei und dreissigster
Band"; [2d series], v. 31-60, "Zweite Reine®; v. 61-90, "Drite Reihe"; v, 91-120,

"Wierte Reihe"; v, 120-150, "Flunfte Reihe"; v. 150-160, "Sechste Reihe®

I

T

|

[
B

Locate

Thern List

(==

(

2. A pop-up window appears; choose Lending Request.

' Borrowing Request

Remuest Tipe ]

Choose Regquest Type

oK
Cancel |

Help

A Serial or Non-serial form pops up, with the bibliographic information displayed
in the form. Here is an example of a non-serial form:

i Borrowing Feguest

Rouest Tpe ]

Choose Request Type

oK
Cancel |

Help |

Note that slightly different forms display, depending on where you initiate the
request (from Main Menu or from Full Record), and depending on the material
type (Serial or Non-serial). When the request operation is initiated on the Full
Record in Search mode, the bibliographic information displays, but cannot be
updated; the Serial request includes fields for specifying volume and issue

information.

3. Complete the form, and click Send. You will be transferred to the Functional
mode in the Lending tab, where you can continue handling the request, by
initiating the Locate function.

Processing lending requests
ILL Lending requests are registered in the system in the following ways:

e Arrequest is received electronically from an ISO ILL partner and processed by
the library’s ILL daemon. If the request is accepted by the system, it is added
to the bank of NEW or NEW MEDIATED requests. ISO partners must
communicate requests through an ISO ILL Protocol message.
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e Arrequest is received electronically from the central ILL server and processed
by the library’s local SLNP server. If the request is accepted by the system, it
is added with status AHP and a hold request is automatically placed for the
item (if there is exactly one available item) or NEW (if there is more than one
available item). SLNP partners must communicate requests through an SLNP
protocol message. No further handling of the request is necessary until the
material is shipped.

e Arrequest is received in manual form from an ILL partner, and is manually
uploaded by ILL staff. Requests cannot be manually uploaded for ISO
partners. Refer to the section above for details on entering a request in the
system.

Some of the steps in the Lending workflow are optional, and some of the steps in the
process can be performed by the system in an unmediated manner. Therefore, the
exact workflow of your library might match only some of the workflow steps
described following.

Optional automatic processing can handle NEW and NEW MEDIATED requests for
ILL Units that are configured for “Unmediated Locate”. In this case, the system
performs a ‘Locate’ action; that is, it attempts to identify a single matching title.
Depending on ILL Unit configuration, the ‘Locate’ can also be set to include a check
for relevant items. The result of this automatic processing depends on ILL Unit setup,
and will conclude as follows:

If locate is successful, the system prepares a printout, which includes the request
details, and the local bibliographic and item details; the request status is changed to
“Located and Printed”.

If locate finds more than one matching bibliographic record, the system prepares a
printout, which includes the request details; the request status is changed to “Multiple
Located and Printed”. A future version might allow configuration that will change
status to “Multiple Located”, without any printout.

If locate i1s unsuccessful (“unsuccessful” can mean title not found, or, title found but
no items found, depending on ILL Unit setup), the request status can change to
“Mediated”, or to “Answer Unfilled” (depending on ILL Unit setup); in the case of
Answer Unfilled, a message is sent to the requester. This is a terminal status.

The following documentation assumes manual processing of ILL requests. All manual
tasks related to lending workflow are performed in the Lending tab of the Integrated
ILL GUI, and in the Services menu.

Lending requests are grouped for view by status in the Summary view of the Lending
tab. The Summary mode of the tab provides an overview, a “table of contents” as it
were, by request status, of the requests. This view acts as an index to the active ILL
requests. The Summary view also displays Message groups, which are important for
follow up.

Actions are performed in the Functional mode of the Lending tab. The workflow is
described in stages, in the following sections in this chapter. Remember, after you
create a lending request (from the Main Menu — Lending — Create New Request, or
from Search — Full Display — ILL Request), the interface switches to the Lending tab
in Functional mode, with the newly created request displayed, ready for action.
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4.2 Handling new lending requests

The Lending workflow begins with the existence of a new lending request, created by
the ILL daemon from an ISO ILL message, or by an ILL staff member in the
Integrated ILL GUI, as described in 4.1 Creating an ILL Lending Request on page 56
of this document.

These requests are initially assigned the status ‘NEW’ or ‘NEW — STAFF REVIEW’.
If a requester note has been registered in the request, the request is automatically
assigned the review status.

If your processing is completely manual, you will begin processing new requests by
choosing the ‘NEW’ and ‘NEW — STAFF REVIEW’ requests.

There are various options available for automatic processing, all of which affect how
you begin processing Lending requests. The options include the following possible
scenarios:

NEW and NEW — STAFF REVIEW requests are printed in slip and/or report format
at regular intervals, using the ill-65 batch service, and the request status does not
change.

NEW requests are submitted to a ‘Print’ process in an ongoing manner, and the
request status changes to ‘New and Printed’.

NEW requests are submitted to a ‘Locate and Print’ process, in an ongoing manner,
and, if matched, the request status changes to ‘Located and Printed’. You can assume
that call slips have been printed for these requests, and they are being handled from
the slips, rather than from the status node in the Summary view.

Mediated requests include a requester note; or depending on the setup of your ILL
Unit, requests for which a match was not found.

The following explanation of the workflow assumes that no automatic processing or
printing is being performed, and that the workflow commences with the New and
New — Staff Review status nodes in the Summary view.

To view new requests

1. Open the Lending tab (click the tab or press F6) and choose Summary mode.
This is the starting-place for handling requests.
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@ ©|y|e|

Q [1] Functional & [2] Summary
O view Active St

=E Statuses

= Review (123

=)

- Mew - Staff Review (0

- Mewy and Printed (00

- Located (1)

-Located and Printed {07

- Mediated (00

- Multiple Located (2)

- Mult.Located and Printed
- Refarred {07

- In Process {0

- Shipped {297

From here, you can choose a status category or message group, select the requests,
and move them into the Functional mode, for action.

Refer to 1.2.1 Screen elements on page 10 above for an explanation of the
Summary mode and how to work with it.

2. Click a folder to display summary information, and to select requests for
processing.

You can choose a Status Display group from the drop-down list. The list can be
grouped by

o Requester ID

o Open Date

o Last Activity Date
o Shipment Method

Status Infa,

Shatus Display fLast Actiwiby Date

Murnber of Requests | Requests Status

Selact |

Last week - 20/02/06 - 26/02,08
3 Two weeks ago - 13/02/06 - 19/02/06
5 Three weeks ago - 06,02,08 - 12,02,05

3. To work on a group of requests, highlight a line to select it, and click Select,
or double-click the line. The Lending tab changes to Functional mode, where
requests can be processed and actions can be taken. The group of requests that
was chosen in the Summary mode displays in a list, with full information (for
view and update) displaying in the lower pane.

Following is an illustration of the Integrated ILL GUI after a group of NEW
requests was chosen from the Summary mode.
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ALEPH ILL - Yersion 21 Library: USM40 - USMARC ILL {USM40) Server: il-aleph20:6991 User: ILL-LEND ILL Unit: IL| _|EI ﬂ
ALEPH V“iew Borrowing Lending *Services Help @
@ ||Request humber =l | @
(B | [request raumber =l |eroup status = shipped @ &
88 |ﬁ | & | List of Res uestsl
® [1] Functional  © [2] Summary Title |Request 1 Status [Last Activit|Msg | Rush ]
the gold coins of england arranged and 184 Material 18/12/05 Wihen ;I Locate
described being a sequel 1o mr hawkins Received convenient .
. g i
+ [11 Lending Request List (3) silver coins of englan LI
- [R] Lending Request (38 - Sent on Loan) the gold coins of england arranged and 134 Material 13/12/05 when Uriflled
i e [L] Request Log described being a sequel to rmr hawkins Received convenient
i Check-T
= Bulk Dperation ﬂ
E1-Ship Sent on Loan 27/11/05 Response
i - [5] Ship Returnable Bt
i~ [N]Ship NorrReturnable __I
i [E] Shin Elertranic Dzlete
[C]Check-In Change Status
“e- [UT Unfilled El
= Feefer
Sart Type [Request Murmber |
1. Request Info. | 2. Bibliographic Details | 3. Request Details | 4, Ttems | £, Received Messages |
=
Requester Code ILL_Law g
towrsend peter s,
R ter N Lawe ILL Unit
Requester: a:le 3;W n an account of the yellow: fever as it prevaied in the city of
Eubies L el new york in the summer and auturnn of 0001822
Requester System ID EXLILL_LAW New-York : : 0. Halsted, 1823..
Requester's Reference
N 37
0.
Protocol Type
Open Date 27411/2005
Level of service
Need hy Date 07412{2005
willing to pay
Requested Media Printed (Loan]
Requested Send Method
Price 0.00 i
Currency UsD 4|
A |
[® 0 cil

HAHBET A MT X~

The nodes in the Functional mode of the Lending tab are “Lending Request List”
(with a display of the count of the number of requests in the list), “Lending
Request” (with a display of the request number and status of the request currently
highlighted in the list), and sub-node “Request Log” (for displaying the log of the
request). The Bulk Operation nodes do not concern us at this point.

4. To work with a request, select it in the upper pane. The request information
displays in the lower pane in the first tab, for view only; the action buttons
relevant for a new request are located to the right of the list in the upper pane.
Additional action buttons are located in the tabs in the lower pane.

4.2.1 Locating new requests

The first task when dealing with new requests is to identify the bibliographic record in
your catalog. If you created the request from the Search tab, you have already

identified the record, and therefore you should skip the Locate action, and proceed to
the next step.

Click the Locate button to initiate searching for the requested title in your catalog.
You can display a “Locate Preview” window to review the “locate” process.
To preview the Locate process:

From the Lending menu, select “Preview on Locate”:
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Flending “Services Help 2]
Create Mew Serial Lending Request Ckrl+F7
Create Mew Mon-Serial Lending Request  Chrl+FS
v Preview on Locake

When you click the Locate button, the Locate Preview window displays:

Locate Preview _|O| x|
Base JRequest J #Bib, Hit&] #ltems (.| Library IDDE. # J
HYL wii= (linguistics and 1 2 USKO01 295 |=] Lacate |
japanese)

The Locate Preview window shows you the search query and the result of the Locate
process. The list shows the code of the catalog base that is checked, the search query,
and, the number of matching bibliographic records found, the number of relevant item
records found, the code of the catalog that is checked, and the system number of the
identified bibliographic record.

To complete the process, click Locate in the Locate Preview window. If you do not
want to perform the Locate action at this time, click Cancel.

The possible outcomes of the Locate action are:

e Unsuccesful Locate - If the Locate does not succeed in finding a
bibliographic record, or finds a bibliographic record, but does not find relevant
items, the request status changes to “Answer Unfilled” or “Mediated”
(depending on your Unit’s configuration). When the status changes to
“Answer Unfilled”, the requester is automatically notified (by ISO ILL
message or by letter). This is a terminal state. When the status changes to
“Mediated”, you will perform a manual search.

e Successful Locate - When the Locate is successful, the status of the request is
changed to "Located”.

e Multiple Locate - If the Locate finds more than one matching bibliographic
record, the request status changes to "Multiple Located”, and the Multi Locate
Preview window immediately displays, as in the following example.
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Multi Locate Preview !El m

Title | #ltems |Doc, # ]
Law, records and information management : 100 35367 2l Select I

Cancel |
o ek |

To print the list that displays, click anywhere in the list, and press F11. If, when
looking at the list, you are able to identify the record that matches the request,
highlight the line and click Select. This changes the request status to “Located”. If
you are unable to identify a record that matches the request, click Cancel. The
request status will remain “Multiple Located”. At this point, you might decide to
print the request details (by clicking the Print button on the List of Requests), or
you might leave this request to be handled later, from the Review — Multiple
Located node in the Summary mode.

4.2.2 ldentifying a requested item (optional)

After the locate action has assigned a matching bibliographic record from your
catalog, you might now want to ascertain whether there is an available item on the
shelf. This stage is optional, as you might prefer to check the shelf directly. For
example, if the request is for a journal article, and your library’s catalog does not
include full holdings information, you might have no choice but to check the shelf
directly.

If you want to check item availability before continuing, you can view this
information in the Items tab of the lower pane List of Requests display.

Staff User’s Guide — Integrated I1LL 64
January 13, 2014




1. Requests Info. I 2. Bibliographic Datailz I 3, Request Details 4, Tters | 5. Meszages
[~ awailable Eilter
Collection Item Barcode
East Asian () Regular loan 220440500254 Hold Request |
LitlI'ElI":." 99 elete Hol
East Asian ) Regular loan 2610-30 M
Library Push to Circ |
Print |
=
Sort Oplions I ;I
To Do this
Print a call slip Click Print.
Display only available items Select the Awvailable Filter check box;
leaving it clear displays all items.
Place a hold request for the requester Click Hold Request; this triggers
sending a “hold placed” message to the
requester.yifat123

Transfer a record to the Items tab in the Click Push to Circ.

Circulation module Depending on your authorization, you

can view fuller information and/or
perform Circulation actions on the record.

4.2.3 Printing call slips
In order to supply a request, you will want to print call slips.

There are several ways to print call slips:

e Manually - Open the Items tab in the List of Requests lower pane, and click
Print. This triggers the printing of a form with details of the request, and
bibliographic and item information.

e Running an automatic process which performs Locate; call slips are printed as
part of the process.

e Submitting a batch service which prints slips for Located requests, at set
intervals.

4.2.4 Sending a response

To send aresponse

From the List of Requests, select a request line and click Response.
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Studies in Chinese law [/ Harvard Law School, =11 ] Located 27,002,065 WihEn il I
convenient e
wanscripts of papers 553 Located 62,002,106 e
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Changs Skatut
e |
Sort Type [recust ramiber =

A window pops up, for setting the message type and content.

[x

Response Options

Choose Response Cptions

=
o
=3
H
-

Reazon

R.etry Crate 0 A0, 000 |ﬂ IIn Use an Loan j

Help

i

Cancel

The fields displayed in the lower portion of the pop-up window change to suit the
chosen message option.

If material can be supplied, but there are restrictions, in the Response Options
window, choose one of the following response options:

e Message — You must type in message text in the Note field.

e Conditional — You are willing to supply, under certain conditions, which
should be stated in the Note field.

e Retry— You suggest that the requester try again at a later date. You must fill
in an estimated supply date, and choose a reason for the delay from the drop-
down list.

e Locations— You are unable to supply the material, and you are suggesting an
alternative supplier.
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e Hold Placed — You are unable to supply at this time because the material is
on loan, and you have placed a Hold request so that it will be trapped when
checked in. You must fill in an estimated supply date.

e Estimate — Similar to Conditional — you are willing to supply, but there is a
cost involved. You must fill in the estimated cost.

To

Do this

Inform the requester that the material will
be supplied, prior to actually shipping
material

Inform the requester that you are unable
to send the requested material
immediately, or that there are restrictions
on supplying the request

Place a hold request for the requester

Transfer a record to the Items tab in the
Circulation module

1. From the List of Requests, select
a request line and click Response.
This displays the Response
Options window.

2. Send a Will Supply message. This
triggers the dispatch of an 1SO
ILL message or a letter,
depending on how  you
communicate with the requester.

From the List of Requests, select a
request line and click Response. This
displays the Response Options window.

Click Hold Request; this triggers
sending a “hold placed” message to the
requester.

Click Push to Circ.

Depending on your authorization, you
can view fuller information and/or
perform Circulation actions on the record.

4.2.5 Reporting that material cannot be supplied

If you are unable to supply the requested material, you will either want to report
“Answer Unfilled”, or, if supported by your organization, might want to refer the
request to another supplier. Referral is described in section 4.2.6 Referring a request
to another supplier on page 69.

There are two ways to send an Unfilled message:

e Select a single request in the List of Requests pane and click the Unfilled
button, or

e In the left Navigation Tree, under Bulk Operation, choose Unfilled.

If you are working from printed lists or slips, it is more efficient to report Unfilled
requests in bulk.

To send an Unfilled message (single)

1. Select the request in the List of Requests, and click Unfilled:
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Studies in Chinese law f Harvard Law School

O Enient
wanscepts of papers. 553 Located 020,06 e 1

Sort Type [recunst rhmber =]

The Unfilled window displays.

Reazon

MHate I @ Cancel | !
Help |

2. Select the reason from the drop-down list, optionally add a note, and click OK.

To send an Unfilled message (bulk)

1. Inthe Navigation Tree, select the Bulk Operation — Unfilled node:

@ @ |y | & |

@ [1] Furctional O [2] Sur

Lending Reguest List

- Lending Request (908
Request Log
= Bulk Operation
= Ship
Ship Returnable
Ship Non-Retumab
Ship Electronic

The right pane displays a fill-in form.

2. Choose the reason for your inability to supply the request from the drop-down
list, enter the request number and click Send. The request details display in the
lower portion of the pane.
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Bulk - Unfiled |

—Fill Drata To Send

Reason IIn Use on Loan ;I

Enter Request Murnber I | Send |

4.2.6 Referring a request to another supplier

If you are unable to supply requested material, your organization might want to refer
the request to another supplier.

To refer arequest to another supplier

From the List of Requests, select a request line and click Refer. The display of the
Refer button is dependent on a system flag definition.

List of Reuasts |
Titha Eaguast Mo Stahus Lask Activi| Msg Rush
Studiess in Chirese iy £ Heevard Livs Schie o0a Qe Referr i Locsls
Corteefiient
Ship
uin zhongguo gong i shi gao ar2 Multiple Located  26,/02/06 Wwhen Q
cormanient Unfiled
st andrews psalter B2 = 26/02/06 Wihen 1
CorwEnient Q
vinice £01 Hzw 12/02/06 Whes S
Corenient Brien
e restoration of the monsstery of saint martins of 564 = [U=RER Wihen
LT CorBrinnl = M
concerto pour rombone et orchestre 552 =0 08/02/06 When ahaluz
cormenient @|
Sert Type [leguest Humber =

This causes your ILL Unit to become a mediator between the requesting library and
another possible supplier.

This action creates a new borrowing request, identical to the lending request, placed
by you on behalf of the requester. It has the following values:

e The requester ID is copied from the original requester ID
e The pickup location is always REF
e The request status is NEW

e The requested service level is copied from the lending request. If no service
level was registered in the lending request, the ‘when convenient’ level is
assigned.

The ‘Request Number’ column in the List of Requests displays the number of the
linked request in parentheses, both in the Lending List of Requests and in the
Borrowing List of Requests.

The new request is handled in the Borrowing environment.
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4.2.7 Shipping material

When the material is at hand, ready for shipping, you use the Ship function to send a
“Shipped” message to the requester and to update the request’s status to “SHIPPED”.
There are different scenarios for performing the Ship action, depending on whether
you are sending a Returnable, a Non-Returnable, or an Electronic copy, and
depending on whether you choose to initiate shipping on a single request, or on a
group of requests. If you are working from printed lists or slips, it is more efficient to

report Shipped in Bulk Operation.

To send a Shipped message for a single request

1. Select the request’s line in the List of Requests, and click Ship:

Studies in Chinese law f Harvard Law School, Q0s Located 270206 WihEn
convenient ]
ranscripts of papers 553 Located 62,102,106 Vi o
corwenient rkiked
Eerporae
Eriri
Dradebe
Changs Statut
d R
Sort Type [requnst remiber =]

A window pops up, enabling you to determine that the material is Returnable,

Non-Returnable or Electronic.

Shipping Type

—Choose Shippting Type

..............................................

{” Mon-Returnable Shiprent

e
\— jx

Cancel
™ Electronic Shipment

Help |

2. Choose the Shipping Type, and click OK. A fill-in form displays. The fields
shown vary, according to the chosen shipping type. Here is a form for

Returnable Shipment:
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Returnable Shipment _ x|

Send Drate I b1,03/2006 |ﬂ oK

Send Method IEmaiI LI

Supplied Media IPrinted (Loan) LI

Itern Barcode I

Expected Ret, Date I 00,00,/0000 |ﬂ

Moke: I @

Price I 1224 Cancel |
Help |

3. To send the SHIPPED message, fill in the fields and click OK.

To send a Shipped message for multiple requests

In the Navigation Tree, select a Bulk Operation — Ship Returnable, Ship Non-
Returnable or Ship Electronic node:

@ @ |y |& |

@ [1] Furctional O [2] Sur

Lending Request List

- Lending Request (908
Request Log
= Builk Operation

The right pane displays a fill-in form. Fill in the form (which differs slightly,
depending on whether Returnable, Non-Returnable or Electronic was chosen). Here is
a form for Returnable Shipment:

Bulk - Ship Returnable |

r—Fill Crata To Send

Send Method

Supplied Media IPrinted [Loan) Vl

Ttemn Barcade I 2610-30

Expected Return Crate I 00,/00,/0000 Iﬂ

¥ Send Ship Letter to Requester

Enter Request Murnber I 902 Send I

Staff User’s Guide — Integrated I1LL 71
January 13, 2014



Enter the request number and click Send. The request details display in the lower
portion of the pane.

4.2.8 Requests — optional actions — printing, deleting, changing statuses

To Do this

Prepare a printout of request details for From the List of Requests, select a
internal use. request and click Print.

Remove a request From the List of Requests, select a

request and click Delete. The system
checks the current status of the request
and deletion will only take place if the
status allows deletion. In some cases, you
might have to change the status to
CLOSED, after which you can delete.

Change a request’s status From the List of Requests, select a
request and click Change Status. If
Change Status is allowed, a window pops
up, with the possible new statuses in a
drop-down list. You can also enter a note,
which is registered in the Request Log.

The changes that are allowed are
controlled by your system librarian; not
all changes are allowed.

4.3 Following up lending requests
You can follow up requests in three ways:

e Viewing the different messages from the requester in the Messages node from
the Lending tab’s Navigation Tree in Summary mode (only relevant for ISO
ILL users)

e Viewing the different request statuses in the Statuses node from the Lending
tab’s Navigation Tree in Summary mode

e Running status-related batch services/reports - Lending Library Overdue
Handling (ill-68)

4.3.1 Handling messages in the Messages node

The Messages node includes messages received via the 1SO ILL Protocol. These
messages automatically enter the system, and therefore must be reviewed here. For
example, a requester may send you a message requesting “Renew”, or may inform
you that material is damaged, or may request that you cancel a request.

Non-ISO ILL partners will communicate messages directly (by fax, e-mail, letter, and
so on). Messages that are received in a manual manner can be registered in the request
log; they are not reflected in the Messages node.

Staff User’s Guide — Integrated I1LL 72
January 13, 2014



ISO ILL Electronic Messages

Messages that are received from ILL partners through the ISO ILL Protocol are
automatically registered in the system. In some cases these messages change the

status of the request.

The message nodes display the following ISO ILL message types:

ISO ILL message type

Description

General Message

These are messages of a general nature.

Cancel

These are requests to cancel a previously
sent request.

Request for Renew

These are requests to lengthen the loan
period for a particular item.

Status Query

This is a message for consistency
checking; it is automatically replied to by
the system.

Status or Error Report

This is a system message for cases where
a message does not conform to the I1SO
standard.

The number in parentheses on the Messages nodes represents the number of messages

of this type.
o Expired {0}
I_;I--Messages
Cancel Reply {163
General Message (8)
Status Query (30
Status or Error Report (1)

Choose a Message node in order to display and work with the requests and the

messages:

Messages Info |

16:20
05/12/05 146

Renaw message from ILL_LAW Renew

16:22 Date: 20/12/2005 Mote: <=
18/12/05 177 Renew message from ILL_LAW Renew
12:17 Date: 18/12/2005 Mote: <>
18/12/05 285 Renew message from [LL_LAW Renew
15:19 Diate: 06,/01/2006 Mote: <=

18/12/05 231 Renew message from ILL_LAW Renew

16:32 Diate: 03/02/2006 Mote: <=
22/12/05 174 Renew message from ILL_LAW Renew
08:45 Date: 07/01/2006 Mote: <>

22/12/05 144 Renew message from [ILL_LAW Renew

Title Request St

shih chigh wan pao - Select |
Select all |
shih chieh wan pao
Dizmiss |
selected works Message |

tokyo kokuritsu kindai bijutsukan
kerkyu kivo = bulletin of the
national museum of modern art
tokyo

journal of the american
chemical society

selected works

kugak yongam = korean ;l

The upper section of the Messages pane displays active messages. A message is active
until it is “dismissed” by a staff user; it can be dismissed in either the Summary mode
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or the Functional mode. A dismissed message can be reactivated in the Functional
mode.

When you choose a line in the list, request information and significant messages that
have been received for the request, (both active and dismissed), display in the tabs of
the lower pane.

To remove a request from the messages view, click Dismiss. The message remains
registered and viewable when a single request displays in the Functional mode.

To send a responding message to the supplier, click Message. The Message button is
active only for General messages.

In addition to providing message information, the Messages node allows you to
handle highlighted requests for which messages have been received by clicking Select
or Select All. This moves the requests and the interface to the Functional mode, where
you can send a Response to the message.

Manual messages

Your ILL Partner might send you a message concerning his request, such as a request
for renewal, or to notify that the material has been lost. You can update the request
status, register the message in the log, and/or send a response to the message.

To respond to a message

1. From the List of Requests, click Response.

Studies in Chinese law [/ Harvard Law School, =11 ] Located 2700206 WihEn
convenient

[
wanscripts of papers 553 Located 02,02/06 Wiren
e |

oorvenient

=
=

Sort Type [reques rmber

If communication with the ILL partner is ISO ILL, an APDU message is sent.
Otherwise, a file is created for dispatch by e-mail, or for printing.

A window pops up, for setting the message type and content. The fields displayed
in lower portion of the window change to suit the chosen message option.
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Response Options

Choose Response Options

IRenew Anzwer ;I

MHioke ok
! El

Rermewal Answer: ¥ ‘eg " po

Remewal e Cate I 15,03, /2006 |ﬂ

Original Due Date I 05403 fo |

Help

e
Cancel |

The message types are:

o

(@]

o

(@]

Message; you must type in message text in the Note field
Recall

Overdue

Renew Answer

2. Fillin the fields and click OK. The response is registered in the request’s log.

4.3.2

Viewing lending requests’ statuses

The Statuses node shows the statuses of all incoming requests in the system. Pay
particular attention to the “Answer Will-Supply” and “Answer Hold-Placed” statuses,
in order to verify that requests have not been sitting in this status for too long. The
“Answer - Will Supply” status should become “Shipped”, and the “Answer Hold-
Placed” status should become “Will Supply” or “Shipped” within a reasonable period
of time.

Staff User’s Guide — Integrated I1LL
January 13, 2014

75




@ ©|y|e|

Q) [1] Functional €& [2] Summary
O view Active St

E-Statuses

m-Review (7)

=-In Process (0)

o Angwer Will-Supply (00
- Angwer Hold-Placed (00
hipped (307
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General Message (10)
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4.3.3 Running the overdue loans services / reports

The Lending Library Overdue Handling (ill-68) service retrieves requests for which
the expected return date is earlier than the current date. The request’s status is
changed to 'Overdue’ and a log entry 'Overdue Message Successfully Sent' is written.

To access this service, from the Services menu, point to ILL Lending and click
Lending Library Overdue Handling (ill-68).

4.4 Checking in returnable material

Checking in returned (Returnable) material completes the lending cycle. Check-in
triggers the update of the request status to ‘Closed’, and performs check-in of the
material within the Circulation system.

You can check in material from a List of Requests, for a single request; through the
Navigation Tree’s Bulk Operation — Check-in node; or in regular check-in procedures
in the Circulation module.
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To perform check-In for a single request

In the List of Requests, select the request’s line and click Check-In:

Lt of Requents |
Title Request N Status Last Activl Msg | Rush |
ranscripts of papers 552 Feguest 22/02/06 Whan ﬂ - I
Fecahed corenient
noksaek pyongnan 397 02,06 Wi J 4|
the quarterly journal of economics 301 Sent on 05/02,/06 When { Checijn
Loan corverient
journal of the american chemical society 298 Sient on 05/02/06 iAihen M
Loan convenient Frink
tokeyo koburitsu kindai bijutsukan kerkyu kivo = 285 Request 18/12/05 ¥ When )
bulletin of the national musaum of modern art tokyo Receved convenient —I
naws from china daily news report from talpei 239 Request 1812405 When Change Stabs
rovided by the chinessa information service Recaned COrTeeriEnt
FI . FH . . . - - . P . ;F At I
Sork Type [Request rumber =

A window pops up, in which you can enter a note.

Check-In Noke

Enter a mote:

I | @ Cancel

[T Send Sheck-Tn Letter bo Requestar

Mdil

Help

If you want to inform the requester that you have received the material, and
communication with the ILL partner is not ISO ILL, select the “Send Check-In Letter
to Requester” check box. If communication is ISO ILL, a message is always sent.

To complete check-in, click OK. The request’s status is updated to CLOSED.

To perform check-In for multiple requests

In the Navigation Tree, select the Bulk Operation — Check-In node. The right pane
displays a check-in form:

Bulk - Check-In |

Fill ©re OF The Fields To Send

Itern Earcode I |

Enter Request Mumber I

This window is used for checking-in returnable material.

Enter the Item barcode or the Request Number and click Send to complete the
operation. The status of the request is updated, and request details display in the lower
section of the pane.
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Check-In changes the request status to CLOSED and performs check-in for
Circulation as well. If you use ISO ILL Protocol to communicate with the supplier,
notification is sent to the requester.

5 The ILL Request Log

The system can record a log of request-related activities that have occurred for
borrowing and lending requests. The Request Log node is available via the Request
Log node of the GUI-ILL functional mode.

For library that uses the ISO-ILL protocol: All ISO messages that are sent and
received are recorded in the ILL request Log:

Lizt of Logs I

all i’ Eilter |

D General (Manual log)
DMessage ta Supplier (Manual log)

D Supplier Response (Manual log)
Q1L Request Created
DSuppIier Request Created

DLetter’ was Sent ko the Patron LI
Date/Time JDescriptiDn JSystem note ]User note | User IActiDn date J
07,/05,/06 Patron Reqguest Status Patron Request LED LT =-----—- ;l Add |
12:16 Changed Status changed to |
. Lemove A, Date
Sent to supplier

Patron R us  PatronReguest 0000 LEQ LT -
Changed

itin 5
070506 ILL Request Created ILL Request Murmber LT -
1214 BA6 rreatod

Request Log I

Action Date: I 00,/00,0000 Iﬂ
Tranzaction Type: IlD LI Camce| |
System Mota: I Patron Request Status changed ba 'Wiaiting far Process @
User Moke: I

Most of the transaction log is system-driven (as defined in your system’s setup) but
you can also enter a manual log. For more details, refer to the GUI-ILL Online Help.

6 ILL History Procedure

The ILL History procedure enables archiving old 'inactive' ILL borrowing and lending
requests.

There are two batch services that support this procedure (both are avail from GUI-
ILL-Services menu-Archiving):

Generate Borrowing History (ill-88) — Enables archiving borrowing requests whose
status is one of the following: Cancelled, Closed, Deleted, Expired, or Unfilled.

Generate Lending History (ill-89) — Enables archiving lending requests whose status
is one of the following: Cancelled by Requester, Closed, Deleted, Expired, or Answer
Unfilled.
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These services allow running the procedures for all 'inactive' requests or for specific
statuses. In addition, the users have to fill in the 'Status Date Before' parameters so
that only requests whose status date is before the quoted date (inclusive) are collected
by ill-88/89.

An example of the Generate Borrowing History (ill-88) service form:

M=

* Sutput File I bar_histary 2007 Subrmit |
Eorrowing Req Status all Wiews Hiskory |
O cancelled Cancel |
O CID:%

O celet Help |

Expired
O [ fddto
O unfilled History
Status Doate Before 30,06,/2007 M Bk T
Print Ta
I- ADM Lib
Report Farmat IStandar‘d ll
Runtirme: ITDda‘I j
f-18 I clock:
Libeary: ILISF'-'HJZI j
Print ID: | |
Report Language: I j

ILL Requests that are handled by Generate Borrowing History (ill-88) and Generate
Lending History (ill-89) services are considered 'history records'. All requests related
records remain attached to the requests so that all request information is kept (BIB
records, request to suppliers, copyright records, request logs, etc.).

If a request has an attached open cash transaction (cash transactions that are not
Closed or Waived), it will not be archived by ill-88/89 services.

The history requests are retained in their original ILL Library (XXX40).
Each request that is archived will be updated with a request log that records the
archive action.

Retrieving ILL History Requests via GUI

History request are not displayed in the GUI ILL regular view. However, they can be
called by using one of the options below of the GUI-ILL-Borrowing/Lending Search
Bar:
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o Search by 'Request number’
e  Search by 'Words from Title’ (history) —Retrieval by words in the title of the
“history” requests; this search will only cover history records.

Batch services for History Records

History request will be taken into account by the following batch services:

Borrowing Library Statistic Report (ill-63)
Lending Library Statistic Report (ill-64)
Patron Link Removal (ill-70)

o Remove Patron IDs (cir-32)

The above services will be executed over the full scope of the request (active and
history requests). All other batch services ignore the history records.

7 GUI ILL Services

The ILL services are accessed via the Services menu.
Each service is identified in the Batch Log and Batch Queue by its procedure name.

7.1 Borrowing Services

7.1.1 Borrowing Library Statistic Report (ill-63)

This service produces a statistics report for the borrowing library. The statistics report
includes the following information:

e Supplier code.
e Total no. of requests - Requests that have been sent to a supplier.

e No. of pending requests - Requests that have been sent to a supplier or shipped
but have not arrived yet.

e No. of canceled requests - Requests that have been sent to a supplier and
canceled.

e No. of unsupplied requests - Requests that have been sent to a supplier and
have received the response ‘Unfilled'".

e No. of filled requests.
e Percentage of filled requests.

e Average number of days for filling the requests - Number of days from the
time the request is made until it is shipped.

e Average number of days for shipping the request - Number of days from the
time the request is shipped until it is received by the requester.
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e Average number of days for returning the request - Number of days from the
time the request is returned from the requester until it is checked in by the
lending library.

Note: The Average number columns are not supported for NON-ISO partners.
If no I1SO partners exist in the system, it is recommended to remove those columns
from the XSL template.

7.1.2 ILL Request Report (ill-74)

This service creates a report of all ILL borrowing requests made by a particular patron
and/or requests made after a particular date.

7.1.3 Static Status Requests Report (ill-66)

This service produces a report of ILL outstanding requests whose status has not
changed within the number of days you define.

7.1.4 Outstanding Requests of Former Patrons (ill-67)

This service produces a report of all outstanding requests (active requests) made by
patrons whose home library privileges have expired. If the patron has no home library
defined, the system checks the patron's ADM library privileges. Outstanding requests
include ILL requests that have not yet been filled and ILL requests that have been
filled but without the associated items having been returned to the ILL supplier.

7.1.5 Claim Report and Letters (ill-73)

This service creates a report of all ILL requests that have not been received up to the
date expected (the requests have the status Sent to Supplier). You can also choose to
print a letter to the supplier for each outstanding ILL request.

7.1.6 Send Requests to the British Library (ill-75)

This service searches for ILL requests to the British Library in the BL format whose
status is NEB (New-ready for BL) and enables you to send an ARTEmail message to
the British Library. The ARTEmail message contains a list of ILL requests.

The patron's address will be quoted below in the request only if ADD (Alternative
Document Delivery) has been selected as one of the request's keywords. ADD is not a
British Library keyword and will not be placed in the ART transmission. It is an
ALEPH internal keyword whose purpose is to indicate that the patron's address
should be displayed with the requested item in the ART transmission.

The patron's e-mail address will be quoted below in the request only if ADD and
SED* have been selected as the request's keywords.

The templates for this function are located in the ILL library's (XXX40) form_<Ing>
directory with the text string "bldsc".

For each request format (ALEPH tag 592), there is a template for the ART message in
the following manner:
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e For format SE (Serial) which is a loan request, the form ill-print-bldsc-1-se-00
IS used.

e For SE non-returnable request (copy or electronic), the form ill-print-bldsc-c-
se-00 is used.

e For format CF (Conference) which is a loan request, the form ill-print-bldsc-I-
cf-00 is used.

e For CF non-returnable request (copy or electronic), the form ill-print-bldsc-c-
cf-00 is used.

e For formats that has no matching forms, the forms ill-print-bldsc-I-other-00
and ill-print-bldsc-c-other-00, are used.

This service is identified in the Batch Log and Batch Queue as p_ill_75

7.1.7 ILL - Hold Shelf List (ill-76)

This report lists all borrowing ILL requests that have been provided on the hold shelf,
but have not been picked up by the patron. This report produces a list only, no status
is changed.

7.1.8 Send Requests to a supplier service (ill-10)

This service searches for ILL requests whose request to supplier status is “Waiting for
Process” (WAP) and sends them to the supplier. For suppliers whose protocol type is
“Letter”, a letter is produced as a printout of this service. The status of the requests is
changed to “Sent to Supplier” or to “Daemon Send Failed”, according to success or
failure of the send action.

Note that this batch job is similar to the UE 19 daemon’s behavior, except of the
locate part.

7.2 Lending Services

7.2.1 Lending Library Statistic Report (ill-64)
This service produces a statistics report for the lending library.

The statistics report includes the following information:

e Requester ID.

e Total no. of requests.

¢ No. of pending requests - Requests that have not been shipped.

¢ No. of canceled requests - Requests that have been canceled.

e No. of unsupplied requests - Requests that have been answered with Unfilled.
e No. of filled requests - Requests that were shipped.

e Percentage of filled requests.

Staff User’s Guide — Integrated I1LL 82
January 13, 2014



e Average number of days for filling the requests - Number of days from the
time an incoming request is made until it is answered with a SHP message.

e Average number of days for shipping the request - Number of days from the
time the request is shipped until it is received by the requester.

e Average number of days for returning the request - Number of days from the
time the request is returned from the requester until it is checked in by the
lending library.

7.2.2 Overdue Handling (ill-68)

This service retrieves all lending requests which were already supplied and whose
status is either 'Sent as Loan', '‘Received by Requester’, 'Shipped’, or 'Recalled’. The
i11-68 service checks the expected return date of the retrieved requests. If the request's
expected return date is earlier than the 'Expected Return Date' that is defined in the
service form, the system reports the request and produces overdue letters or ISO
overdue messages to the requester (borrowing library).

When the system succeeds in sending the overdue message or letter, the request status
is changed to 'Overdue’ and it is reported in the Overdue Statistics Report as 'Overdue
Message Successfully Sent'.

For ISO APDU OVERDUE messages only: When the system fails to send the
overdue message, the request status is not changed and it is reported as 'Overdue
Message Failed'.

You may activate this service to produce an overdue report only (without producing
letters or ISO messages to the requesters).

The service produces two types of reports:

e Overdue Summary (form: overdue-apdu-report-total) — This reports the total
number of overdue messages successfully sent to the requesters and the total
number of overdue messages that failed.

e Overdue Statistics Report (form: overdue-apdu-report-body) — This report
produces a slip for each requester unit.

The report shows the number of successful and failed overdue messages. It also shows
details for each request that has been detected as overdue and shows whether or not
the APDU message has been successfully sent.

7.2.3 Expired Messages (ill-69) — For ISO-ILL only

This service tracks lending Requests whose expiry date has already passed and which
have not been shipped or answered to requester (requests with status: New, New-Staff
Review, Located, Multiple Located, Located and Printed).

The ill-69 service sends APDU expired messages for these requests and changes the
request's status to Expired.

Only requests which are managed by the ILL unit to which you are logged in will be
handled by this service.
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7.2.4 Lending Library - ILL Requests Report and Slips (ill-65)

This service enables you to retrieve ILL lending requests, produce a report, and print a
separate slip for each retrieval request. The service also enables you to update the
status of Located, Multiple Located and New requests upon printing slips. Requests
that are Located (LOC) are updated to Located and Printed (LPR), requests that are
Multiple Located (MLC) are updated to Multiple Located and Printed (MLP) and
request that are in NEW status are updated to New and Printed (NEP).

7.3 US Copyright Services

7.3.1 Copyright Payment Report (ill-61)
This service performs the following two actions and produces an output report.

e Action 1: Assigns a common approval number to all borrowing requests
which are filled and with a copyright status of 'Above the maximum number
of free copies' (status code 20). An output report is produced showing the
details of all retrieved requests.

e Action 2: Changes the copyright payment status of requests that are assigned
to a common approval number. An output report is produced showing the
details of all retrieved requests.

For more information: refer to the 'US Copyright' chapter in the System Librarian’s
Guide - Integrated ILL.

7.3.2 Copyright Statistics Report ( ill-62)

The Copyright Statistics Report detects highly requested titles, and therefore should
be candidates for acquisition.

It runs over all filled requests of the ILL Unit or Group (in case the unit is part of a
group) with a copyright status of either '10 - Under the maximum number of free
copies' or 20 - Above the maximum number of free copies’ and produces a report that
shows the number of requests per title and the number of different requesters
(patrons) that have requested each title (template file name: copyright-statistic-
report.xsl).

For more information: refer to the 'US Copyright' chapter in the System Librarian’s
Guide - Integrated ILL.

7.4 Archiving Services

7.4.1 Generate Borrowing History (ill-88)

This service enables the archiving of inactive ILL Borrowing requests. Inactive
requests are request whose status is one of the following: Cancelled, Closed, Deleted,
Expired, or Unfilled.

This service allows running the procedures for all ‘inactive' requests or for specific
statuses. In addition, the users have to fill in the 'Status Date Before' parameters so
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that only requests whose status date is before the quoted date (inclusive) are collected
by the service.

ILL Requests which are handled by the Generate Borrowing History (ill-88) service
are considered ‘'history records'. All request related records remain attached to the
requests so that all request information is kept (BIB records, request to suppliers,
copyright records, request logs, etc.).

If a request has an attached open cash transaction (cash transactions that are not
Closed or Waived), it will not be archived by ill-88 services. The history requests are
retained in their original ILL Library (XXX40).

For each request that is archived a request log entry will be updated that records the
archive action.

For more details, see the 'ILL History Procedure' chapter in this document.

7.4.2 Generate Lending History (ill-89)

This service enables the archiving of inactive ILL Lending requests. Inactive requests
are requests whose status is one of the following: Cancelled by Requester, Closed,
Deleted, Expired, or Answer Unfilled.

This service allows running the procedures for all 'inactive' requests or for specific
statuses. In addition, the users have to fill in the 'Status Date Before' parameters so
that only requests whose status date is before the quoted date (inclusive) are collected
by the service.

ILL Requests that are handled by the Generate Lending History (ill-89) service are
considered ‘history records'. All request related records remain attached to the
requests so that all request information is kept (BIB records, request logs, etc.).

If a request has an attached open cash transaction (cash transactions that are not
Closed or Waived), it will not be archived by ill-89 services. The history requests are
retained in their original ILL Library (XXX40).

Each request that is archived will be updated with a request log that records the
archive action.

For more details, see the 'ILL History Procedure' chapter in this document.

7.4.3 Archive ILLSV Documents (ill-72)

This service enables the archiving of ILLSV documents. The archived records are
written into the archive directory at ILLSV library's root. A new directory is created
in the archive directory with a name that is made up of the 'From' and 'To' dates in the
following manner: {From Date}-{To Date}-{PID}. All archived records are written
into that directory.

7.4.4 Patron Link Removal (ill-70)

This service erases patron details (for example, 1D, name, address, e-mail, and so on)
from ILL incoming and outgoing request records (current and historical records) to
ensure patron confidentiality. The patron information is replaced with
"SCBYYYYMMDD" where the last 8 characters are the service’s execution date.
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The service handles requests with the following statuses: Canceled, Closed, Expired
and Deleted.

The ill-70 service produces a report (patron-removal-ids) which lists all requests
where patron details have been erased.

7.5 General Services

This section refers only to General services that are directly related to ILL.

7.5.1 Build Word Indexes for a Record (manage-111)

This service creates keywords from various fields of the following Oracle tables:
Vendor (Z70), Vendor Address (Z72), Global Patron (Z303), Patron Address (Z304),
Reading Room (Z310), Budget (Z76) and ILL Partners (Z700). The keyword index
that is created enables the user to search for records in the GUI by keywords

7.5.2 Synchronize patrons’ data with ILL partners’ data (ill-77)

This function enables you to create or update patrons' data from ILL partners’ data.
Included are both name and address information. Each ILL partner (internal ILL unit
and external partners) that is used as an ILL requester must have an equivalent patron
record in your system. For easy maintenance, you can use this job in order to change
data in the partner record only and then synchronize the information with the
matching patron record. This requires corresponding identifiers in both records: The
partner code (Z700-INTERNAL-CODE) must be identical with either the user ID
(Z303-1D) or the user BARCODE (Z308-KEY-DATA where Z308-KEY-TYPE=01).
In the case of a match, no comparison takes place; the partner data always overrides
the patron user data.

If a partner record does not have a corresponding patron record, it will be created.

7.5.3 Load Potential Supplier Default (ill-52)

This service enables you to load the potential supplier default (Z701) based on table
configuration: tab_z701. tab_z701 can be located either in the ILL Library tab
directory  (./xxx40/tab/tab_z701) OR in the alephe tab  directory
(./alephe/tab/tab_z701).

In case there is no tab_z701 file in the ILL Library path (or it is empty), the system
will use the wide-default table of the alephe path.

The load will be performed only if the 'Potential Supplier List' of the ILL Unit is
empty; Otherwise, you will be prompted by a block message: "Service cannot be run.
Potential supplier list already exists.

For more information, refer to the Loading a Default Roster of Suppliers chapter in
the System Librarian’s Guide - Integrated ILL.
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Appendix A

Borrowing Request Statuses that have a Corresponding ISO/ILL
Protocol State

The Summary mode of the BORROWING tab’s Navigation pane displays the
statuses for outgoing ILL requests, in varying stages of completion. Following is a

brief description of the statuses.

Corresponding
ISO/ILL Protocol

Code Description State Significance

NEW New IDLE This is a new request. Potential
suppliers have not yet been
identified.

NEM New — Staff IDLE This is a new request that

Review includes data in the Note field.
Potential suppliers have not
yet been identified.

WAP Waiting for IDLE Request has an active Potential

process Supplier, but the request has
not yet been sent.

LOF Locate failed IDLE The LOCATE action did not
succeed in identifying
potential suppliers.

WPR Waiting patron PENDING The request has already been

response sent to supplier but additional
information has been required
by the supplier. Letter sent to
patron to clarify the issue.

SV Sent to Supplier |PENDING The request has been sent to a
Supplier; no subsequent
response has been registered.

SHP Shipped SHIPPED The Supplier has sent a
SHIPPED message.

RTY Retry NOT-SUPPLIED |The Supplier has sent a
RETRY message.

UNF Unfilled NOT-SUPPLIED |The Supplier has sent a

message declaring that he
cannot supply (ISO ILL-
ANSWER/Unfilled message).
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Code Description

Corresponding
ISO/ILL Protocol
State

Significance

WSP Will be Supplied

PENDING

The Supplier has sent a
message declaring that he will
supply (ISO ILL-
ANSWER/Will Supply
message).

CRP Conditional Reply

CONDITIONAL

The Supplier has sent a
message declaring that he can
supply under certain
conditions (ISO ILL-
ANSWER/Conditional
message).

HPL Hold Placed

PENDING

The Supplier has sent a
message declaring that he has
placed a hold in order to
supply (ISO ILL-
ANSWER/Hold Placed
message).

EST Estimate Reply

NOT-SUPPLIED

The Supplier has sent a
message declaring that he can
supply under certain
conditions (ISO ILL-
ANSWER/Estimate message).

LON Loaned

RECEIVED

ILL staff has performed a
RECEIVED action on the
request.

LOP Loaned to Patron

RECEIVED

ILL staff has performed a
RECEIVED action on the
request. Item has been loaned
to patron.

RT Returned

RETURNED

ILL staff has performed a
RETURNED action on the
request.

CLS Closed

RETURNED

The Supplier has sent a
message declaring that he has
received the returned material
(ISO ILL-ANSWER/
CHECKED-IN message).

WRN Waiting for

Renewal Reply

RENEW/PENDING

ILL staff has performed a
RENEW action on the request
(that is, a renew message is
sent to the supplier).
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Code

Description

Corresponding
ISO/ILL Protocol
State

Significance

RNR

Renewal —
Rejected

RECEIVED

The Supplier has sent a
message declaring that the
loan cannot be renewed (ISO
ILL-RENEW-ANSWER/No
message).

RNA

Renewal —
Accepted

RECEIVED

The Supplier has sent a
message declaring that the
loan can be renewed (ISO
ILL-RENEW-ANSWER/Yes
message.

LST

Lost

LOST

ILL staff has performed a
LOST action on the request

DMG

Damaged

None applicable

ILL staff has performed a
DAMAGED action on the
request.

WCR

Waiting for
Cancel Reply

CANCEL-
PENDING

ILL staff has performed a
CANCEL action on a request
that was sent to a Supplier, and
is awaiting reply from the
Supplier.

CA

Canceled

CANCELED

The Supplier has sent a
message declaring that the
loan can be canceled (1ISO
ILL-CANCEL-REPLY/Yes
message).

RCL

Recalled

RECALL

The Supplier has sent a
message requesting that the
material be recalled (1ISO ILL-
RECALL message).

OoVvD

Overdue

OVERDUE

The Supplier has sent an
OVERDUE message.

EXP

Expired

NOT-SUPPLIED

The Supplier has sent an
EXPIRED message.

DEL

Deleted

NOT-SUPPLIED

Request has been deleted by
ILL staff.

Staff User’s Guide — Integrated I1LL

January 13, 2014

89




Appendix B

Lending library request statuses

The Summary mode of the LENDING tab’s Navigation pane displays the statuses for
incoming ILL requests, in varying stages of completion. Following is a brief

description of the statuses.

Code

Description

Corresponding
ISO/ILL
Protocol State

Significance

NEW

New

IN-PROCESS

A new request. (LOCATE not yet
performed.)

NEM

New — Staff
Review

IN-PROCESS

A new request. Patron fills the
note field before sending request
to supplier. LOCATE is not yet
activated. Automatic locate is
disabled.

LOC

Located

IN-PROCESS

A request on which LOCATE was
performed (automatically or
manually), and a match was
found.

LPR

Located and
Printed

IN-PROCESS

A request on which LOCATE was
performed (automatically or
manually), a match was found,
and a pick-up slip was printed (by
automatic library processes; using
the ill-50 service; manually).

MLC

Multiple
Located

IN-PROCESS

A request on which LOCATE was
performed (automatically or
manually), and more than one
match was found.

NEP

New - Printed

IN-PROCESS

A new request for which an
information slip has already been
printed (by the ill-50 service or
manually). LOCATE is not yet
active. Automatic locate is
disabled.
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Code

Description

Corresponding
ISO/ILL
Protocol State

Significance

MLP

Multiple
Located -
Printed

IN-PROCESS

A request on which LOCATE was
performed (automatically or
manually), more than one match
was found and for which an
information slip has already been
printed (either by automatic 1LL
library process, ill-50 service or
manually).

MED

Mediated

IN-PROCESS

A request on which LOCATE was
performed (automatically or
manually), and a match was not
found.

REF

Referred

IN-PROCESS

A request which was not located,
and was subsequently referred by
the ILL Unit to a different
supplier, as a borrowing request.
This is a special case in which the
lending library acts as a
clearinghouse; it supplies material
from its ‘home’ site and forwards
unanswerable requests to other
sites.

SL

Sent on loan

SHIPPED

ILL staff has performed a
SHIPPED action on the request,
having sent a returnable item. The
item has been loaned to the
requesting library.

SC

Sent as copy

SHIPPED

ILL staff has performed a
SHIPPED action on the request,
having sent a non-returnable item.

CAN

Answer
Conditional

CONDITIONAL

A message has been sent to
requester stating that the material
is available subject to conditions
(ISO ILL-ANSWER/ Conditional
message).

ART

Answer Retry

NOT-
SUPPLIED

A message has been sent to
requester stating that the material
is not currently available and the
requester should try again at a
later date (ISO ILL-
ANSWER/Retry message).
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Corresponding
ISO/ILL
Code Description Protocol State | Significance
AUF Answer NOT- A message has been sent to the
Unfilled SUPPLIED requester stating that the material
cannot be supplied (ISO ILL-
ANSWER/Unfilled message).
ALC Answer NOT- Local staff has sent an 1ISO ILL-
Locations SUPPLIED ANSWER /Location message.
AWS Answer Will- IN-PROCESS A message has been sent to the
Supply requester stating that the material
will be supplied (ISO ILL-
ANSWER/Will supply message.
AHP Answer Hold- | IN-PROCESS A message has been sent to the
Placed requester stating that hold has
been placed so that the material
will be supplied (ISO ILL-
ANSWER/Hold-placed message.
AES Answer NOT- A message has been sent to the
Estimate SUPPLIED requester stating that there is a
cost involved in supplying the
material (ISO ILL-
ANSWER/Estimated.
RCV Received by SHIPPED The Borrower (requester) has sent
Borrower a RECEIVED message.

RT Return SHIPPED The Borrower (requester) has sent
a RETURNED message, meaning
that he has sent the material.

CLS Closed CHECKED-IN | ILL staff has received the material
that was returned, and has
performed a CHECK-IN action on
the request.

LST Lost LOST The borrower (requester) has sent
a LOST message.

DMG Damaged None applicable | The borrower (requester) has sent
a DAMAGED message.

CBR Canceled by CANCEL- The borrower (requester) has sent

Borrower PENDING a CANCEL message.
CRA Conditional- Conditional- The borrower has sent a
Reply accepted | Reply accepted | Conditional Reply — accepted
message.

RCL Recall RECALL Local staff has performed a

RECALL action on the request.
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Corresponding

ISO/ILL
Code Description Protocol State | Significance
OovD Overdue OVERDUE Local staff has performed an
OVERDUE action on the request.
EXP Expired NOT- EXPIRED message sent to
SUPPLIED borrower.
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