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Local Article Request (LOCL) 
 
Borrowing 
Request for article from journal held by another MCCD library. 
 
Prior to completing ‘Processing Copyright’, verify any MCCD holdings. 
 

 
 

 
 
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.   
 

 
 
Enter owning MCCD library symbol in ‘Lending String’  
(e.g. PC,GCC,GWC,MCC,MRM,SCC,RSC,SMC,CGC,PVC,EMC,LTS). Click Request Sent. 
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Receives 
 
Click ‘Check Item in from Lending Library’ 
 

 
 
If the ‘Lending String’ symbol is not bulleted, click on lender’s symbol radio button. 
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If lender address is not in ILLiad, the “Field ‘AddressNumber’ not found” window appears. 
Click OK to continue. 
 

 
 
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’ 
 

 
 
Lender symbol is now bulleted.   
Enter ‘Number of Pages’. Click ‘Check Item In’ button. 
 

 
 
Follow regular Post Receipt Processing procedures. 
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Lending 
Supply article to another MCCD library 
 
Open ‘Awaiting Local Request Processing’ 
 

 
 
 

 
 
Click ‘Change Status To’ and click ‘Awaiting Stacks Searching’ 
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Save changes.  Click Yes to message “Are you sure you want to manually change the status?” 
 

 
 
Print Stacks Search Items 

 
Follow regular stacks search procedures. 
Update Stacks Search Results.  Make appropriate changes to Pages. 
 

 
Print shipping labels. 
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