Borrowing

Local Article Request (LOCL)

Request for article from journal held by another MCCD library.

Prior to completing ‘Processing Copyright’, verify any MCCD holdings.
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If journal title/volume/issue available at one of the MCCD libraries, Clear copyright as “No

Problem”
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MCCD holdings will also appear at the OCLC Resource Sharing screen if missed prior to OCLC
search. There is a lag in OCLC update of MCCD holdings/withdrawals, so always check the library catalog.

At ‘Awaiting Request Processing’, General Request Information screen, change OCLC Information,
System ID from OCLC (or OTH) to LOCL.
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Enter owning MCCD library symbol in ‘Lending String’
(e.g. PC,GCC,GWCMCC,MRM,SCC,RSC,SMC,CGC,PVC,EMC,LTS). Click Request Sent.
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Receives

Click ‘Check Item in from Lending Library’
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If the ‘Lending String’ symbol is not bulleted, click on lender’s symbol radio button.

ain Menu - Borrowing (lfr: -8l x|
Fle Edit PrePracessing Requests Process Receives  Checkubfn  Returns  Biling  OCLC  Maintenance  Help
= Check Item In From Lending Library =100
™ Select Recordt rRecords Selected
o | Trerssctonunber [10014 TransactionNumber | Usemame | | Request Type | LoanAuthor v | LaanTitle| | LoanPublisher = | LoanPlace v | LoanDate,
& Whber || 10014 lrakes | aticle | [ [
P
Lomdubor [ ]
Select Only "Flequest Sent” Statu
’76 Yes ) Mo
‘ Qg Gearch | 7 ¥
rCheck In From Lending Li
i Reques! Typ Lending Sting ; ;
Trangaction Number 10014 LendeiSting | Addresshumber | LibraName  Addiess1
) Atticls ) Loan : s P =
Wramoer [ |
O Library Use Orily
!l I
Customer Name |Linda Frakes [Stafl ——— <No data o display>
Delivery Logalian Daourons | OLs
View Entire Becord | CJ Electionic Delivens? [ Hande with Care
————————— [ Acoept Non English? [ Copy with Care DueDate | / / |
UssiNotes (0) | [ acceptAltemate Edion? [ Restricted Use St | |
Tille, |Table of contents of issue #1 & #2 | Number of Pieces [1 ]
Author | | Mumber of Pages [1 |
Nates |Mote Date ~ |AddedBy  Hote NotesSpeciallns. | ]
9/29/2006 12:30:44 PH | lrakes $0.00
Joumal previoushy tiled: Joumal of interibran Ioan, document defivery & Check ltemIn | [ Received Partial/Incaniect
4 information supply. = —
12.30:00 PM | rakes $0.00 [[el] Check ltemIn / Sean Now ] Cancel Request
Cheek ltemn /Scan Later | () oty Electronic Delivery

[
Wistart| | & @ 65 @ = 2] 2] > |[@ niiadclient

(] Phoenix College Library -,




If lender address is not in ILLiad, the “Field ‘AddressNumber’ not found” window appears.
Click OK to continue.
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The Add Address Form window opens.

The address does not have to be entered for Local requests. Click ‘Cancel-Do Not add Address’
button.
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Click OK to ‘Are you sure you want to cancel’
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Lender symbol is now bulleted.
Enter ‘Number of Pages’. Click ‘Check Item In’ button.
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Follow regular Post Receipt Processing procedures.
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Lending
Supply article to another MCCD library

Open ‘Awaiting Local Request Processing’
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Save changes. Click Yes to message “Are you sure you want to manually change the status?”
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Follow regular stacks search procedures.
Update Stacks Search Results. Make appropriate changes to Pages.
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