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To Search an Institution’s Policies 
 
Logon to OCLC Policies Directory: illpolicies.oclc.org 
Enter Authorization and Password 
 
 

 
 
 
The Polices Directory will open.  
 
A basic search or advanced search may be entered. 
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Type in the institution’s OCLC symbol or institution name under Unit Search and 
click SEARCH button. 
 

 
 
 
 
The Unit Quick View will appear, giving some basic information.  
You can click on any of the designated headings for addition information, or the 
Policies button. (Note: all but the basic information is entered by the institution, so 
there will only be as much as has been manually entered) 
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To Edit PC’s Policies 
 
Assigned PC ILL staff already created the policies.  To edit (i.e. changing ILL staff 
schedule, holiday closures, new staff names and contact information) follow these 
instructions. 
 
At the ILL Polices Directory Welcome screen, click on My Units 
 

 
 
My Units Summary opens. At this time the District (LTS 1.) and PC (2.) are the only 
libraries listed for PMD (the other MCCD libraries will be added in the future). 
Click on Phoenix College. 
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The Unit Quick View will appear.  It gives general information regarding PC and 
ILL lending. 
Click on Information for detailed information and to edit. 
 

 
 
If editing is required, click on the EDIT button. 
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The Information Edit screen appears.   
Make the needed changes then click on the SAVE button.  Changes will not be made 
until they are saved. 
 

 
 
The other sections under Unit (Contacts, Schedule, Collections) and under Polices 
may be edited or add new entries in this fashion. 
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Here are some examples of how the Policy sections are currently set. 
 

 
 
Clicking on Music Scores, brings up the policy for that collection. 
 

 
 
Contacts screen: 
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Schedule screen: 
 

 
 
Copy or Loan Policies: 
 

 
 
To exit the Polices Directory, click on EXIT at top right corner. 


