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LENDING in ILLiad

In ILLiad, Lending is the module used for lending our materials to the outside world.
e Requests come in from outside libraries
e LTS checks holdings and routes the requests to the colleges that own the items
o Colleges process the requests or route them to another college for processing

< Inorder to use ILLiad, your screen resolution must be set at 1024x768 pixels. To change
the screen resolution, right-click on the desktop and select Properties from the pop-out
menu.

Active Desktop ¥

Arrange Icons
Line Up Icons
Refresh

Faste
Faste Shorbout
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S Select the Settings tab and slide the bar in the Screen area to the 1024 by 768 pixels
setting.

Display Properties ﬂﬂ
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< Click OK. Click OK at the windows confirmation dialog box. A second dialog box
opens.

Monitor Settings X

@ ¥our desktop has been reconfigured. Do you want to keep

these settings?
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< You have 15 seconds to click Yes and the setting is complete.

S Double-click on the icon to open ILLiad. On the first login of the day (only), you get the
Network password prompt. Enter the username and password that have been provided to

you.
Enter Metwork Password 2x|
Inzorect pazsword of unknown uzername for:
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Cancel |
Connect &z I
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S The Client login prompt opens. Enter your username and password. If you log out of
ILLiad but not out of your machine during the day, when you log back in you receive this
prompt only.

OCLC ILLiad

Username |

Password |

[ ok ® Cancel

S The Main Menu window opens. Verify that you are in the Lending module or change to
the Lending module by clicking on File/Lending from the menu bar.
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GENERAL SEARCH FORM/EDIT REQUEST
Access the General Search Form from the Main Menu under Edit/Edit Request on the menu bar.

S Select Edit/Edit Request on the menu bar of the Main Menu screen. The General Search
window opens.
Here you can search for ILLiad transactions by Status, Title, Transaction, ILL or OCLC
number, etc.



< Enter search criteria and/or select Limits and click Search on the menu bar (or press Enter).
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< If multiple records are found, a Search Requests List appears. Right-click on the header of the
List to remove a column or Remove All Columns. This opens a Customization list of all
possible columns and you can click and drag only those columns you want to display in the
order you prefer.
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S Adirect search, such as Transaction number, opens the General Update Form for the

transaction.

From a Search Requests List, double-click the correct record to open the General Update

Form.

7 General Update Form
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AWAITING LENDING REQUEST PROCESSING
Unprocessed/new borrowing requests are displayed in the main menu as Awaiting Lending
Request Processing. LTS has searched these requests and routed them to the appropriate colleges.

<> Double-click to open new requests.
S At the Search Requests screen, double-click on a request to process it.
< The Lending Request Form opens.
Notice in version 7.2 the Policy Directory button and OCLC Status are more apparent.

The address information has been re-designed — there is now an Add/Edit Address button
linking to another form.
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< ILLiad checks the lender address and if no addresses are found to match it, the Lender
Address form opens. The Library Name and Address fields autofill from the request.
Check the list of addresses and select the correct address.
OR if the address is not already in the list:
Click the Down arrow next to the Ship To address (in the Request section) to send the address
to the Address section.
Click the Add Address button.
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<> Click the Select Address button and you are returned to the Lending Request Form.

< Note the title, call#, etc. and determine that you will or will not fill the request. To search the
MCCD catalog, click the Z Search button (you should not need to do this).
Tip: You will probably want to have Horizon or the HIP open in order to check availability.

Item Not Available, Route to Another College
Double-click in the Notes section and add a ‘Not Available’ note.
Click Route on the menu bar and select the next college.
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Call Number and Location Information i |

To Say No
From the menu bar, click Cancel Request.

In the Cancellation form, select the reason for No and click the Cancel Request
button.

To Conditionalize the Request

From the menu bar, click Conditionalize Request. The Reasons for Conditionals form
opens.

Select the reason for Conditional and click the Conditionalize Request button.

To Fill the Request
On the menu bar, click Finished Searching. The status of the request changes to
Awaiting Stacks Searching.




< Close the Search Requests window to return to the Main menu.
< To Refresh status information (at any time), click the Refresh Status Information button
on the Main Menu screen.

AWAITING STACKS SEARCHING
Print the request slips for use in pulling the items from the stacks.

=

=
=
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From the menu bar at the Main Menu screen, select Search Stacks/Print Stacks Search Items.
Note: If you wish to view/search requests in this status, double-click on the Awaiting Stacks
Searching status at the Main Menu.

The LendingLoanSlips and LendingLoanLabels docs open in MS Word.

For both documents, click the Merge to New Document button on the Word toolbar.
Note: You may need to display the Mail Merge toolbar. From the menu bar, select
View/Toolbars/Mail Merge.

At each Merge window, click OK.

Print the documents. Close each Word document without Saving.

Click the Refresh Status Information button [l The status has changed to In Stacks
Searching.

IN STACKS SEARCHING
After retrieving items, enter the search results.

=
=
=
=

=

After searching the stacks, at the Main Menu click Search Stacks/Update Stacks Search
Results on the menu bar.

Search for specific records or click the Search button to bring up the list of all items. Double-
click items in the list to update them.

Mark Item as Found

The screen is cleared and the status is changed to Awaiting Shipping Label Printing.
Mark Item as No

The Cancellation form opens.

Select the reason for No and click the Cancel Request button.

Mark Item as Conditional

The Reasons for Conditionals form opens.

Select the reason for Conditional and click the Conditionalize Request button.

AWAITING SHIPPING LABEL PRINTING
Print shipping labels in order to ship the items to the borrowing libraries.

00 000

At the Main Menu, click Search Stacks/Print Shipping Labels on the menu bar.

The LendingLoanShippingLabels doc. opens in MS Word.

Click the Merge or Merge to New Document =24 button on the Word toolbar. At the Merge
window, click OK.

Print the labels. Close each Word document without Saving.

Click the Refresh Status Information [€] button. The status has changed to Item Shipped.



ITEM SHIPPED
This is the status until the item is returned from the borrowing library.

< When the item is returned, at the Main Menu click on Receives/Check Items In From
Returning Library on the menu bar.

< Search for a specific record or click the Search button to bring up the list of all items.
Double-click items in the list to select them.

S Verify that the item is correct and click the Check Item In button.

For Overdue Items

< At the Main Menu window, click on Process/Overdues on the menu bar.

S Select the notice(s) to print and click the Send Overdue Notices button. Merge, print, and
close the Word Merge documents.

To Generate Invoices

< At the Main Menu window, click on Billing / Search/Generate Invoices on the menu bar.

To Recall an Item (OCLC Requests only)

S Double-click to open the request (must be in Shipped status) in the General Update form.
< On the menu bar, select Process/Recall Request on OCLC.
< Close the form. The borrowing institution will get a recall request through OCLC.

To Process Renewal Requests

Requests from a borrowing institution to renew an item will appear in the Main Menu as
Awaiting Renewal Request Processing.

Double-click to open the request(s) in the Lending Request Form.

Click on Process/Renewals on the menu bar.

Select:

Respond No — keeps due date and denies renewal request

Respond Yes with a Due Date of — renews item with a preset due date (currently 2 weeks).
If you want to enter a due date other than the preset date, select Respond Yes.

Respond Yes — renews item BUT does not change the due date

Note: Be sure to manually change the due date before Responding Yes.

000 ©O

To Respond to Conditional Response(s)

Replies to your Conditionals from a borrowing institution will appear in the Main Menu as
Awaiting Conditional Request Processing.

Double-click to open the request(s) in the Lending Request Form.

The OCLC information will appear in the box in the top right corner of the form.

Determine if you will fill or not.

For No: Select Cancel Request on the menu bar, select the reason and click the Cancel
Request button.

For Yes: Click Finished Searching on the menu bar. The status changes to Awaiting Stacks
Searching.

00 0O



ADD A LENDING REQUEST FOR A NON-OCLC BORROWER
We are not using the Lending web page, but you can add a Lending request for a non-OCLC
borrower. You may need to first create a Borrower symbol for the requesting institution.

< To create a Borrower symbol, at the Main Menu screen go to Maintenance/Edit Addresses on
the menu bar and fill in General, Shipping and Billing information.

< Click the Add Address — ***#== _ hutton and click the Close box to close the window.
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S Atthe Main Menu screen, go to Requests/Add request on the Menu bar. The Add Request
screen opens.

< Enter request information in the appropriate fields.

CancelfExit Finished Adding Request

General Request Infarmation

Pequest Type Servios Tpe :l'
Transaction Number  Aticle = Loan Service Level -
Username: ILTS Doc Type |3Wk x| Shinping Options -
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Nate |
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Dats [2005 Pages |
Ediian |
System Information
Article Information OCLE/U Mo |
Joumal Tile | WMt |
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Mih?Yr/Pages
[ | BorowerSymbal il Search
Aticle Author |
il Tie | Add]LirayHame Address1 -
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Item Author |
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< In the System Information section, add the Borrower symbol for the requesting institution.
S On the menu bar, click Finished Adding Request.
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PRINT PROBLEMS while LENDING in ILLiad/ADDRESS
CORRECTIONS

Before filling requests for items with the status of Awaiting Lending Request Processing, it is
very important to verify the Library Address in the Borrower Information section of the Lending

Request form. Failure to do so causes print problems when attempting to print stacks searching
slips, shipping labels, etc.

Lending Request Form

Gave Changes Cancel Request Condtionshze Request CMal Route Change Status To... Leave Request inQueve Show Import Informatis I: Frocess Frrished Searching
General Request Information Finquest Type EhipTe: hlasha State Library-ILL (P.0. Bow 110571 /Junesu AR $9811-04
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Transacton Nunbe  |[ERES & Loon WorldCat Dese: =i, 356 p., [Z] p. of col. plates : Type: Bo
I e I : Aecuss. LVLE, B/AN-ECU,UECK a
!
] »
OCLC Humber [B7347154 5| T Priosty Shinging
— OCLE Stali [Fecord ret found )|
Mozt N Bed— [$20FM 7122007 (]
PAUCAANFIECSH S [Aroum, campn JH J20000613 Zopyight Corg Motes (Double-Click to Add) Awisang Lerding Heguest Finorssrg
1558 [370192051 3350 [occ -] .
-, ‘- g oy Db OLID o GAAE XITZIFM mes arly
Londing Sting [ ONEFIE FMD DUF LB e
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Ediion | e W D | [rrzavzo0r % Alow Copies?
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To Fill the Request

In the OCLC Information area (above the Notes field), use the scroll bar to scroll
across through the ShipTo information

(sometimes the borrowing library will include ‘Check ShipTo Address’ in the
Borrowing Notes).

Verify that the ShipTo address is the same as the Address displayed in the Address
area (lower right corner).

If the ShipTo address is different, click the Add/Edit Address button to open the
Lender Address form.

Address Adds, Edits, Deletes

For requests from libraries with multiple addresses, be sure to select the appropriate
address in the list to select it as the Ship To address.

OR

Edit the address and click the AddAddress button to add it and the Select Address
button to select it.

To delete an address, go to the Main Menu screen and select Maintenance/Edit
Addresses on the menu bar.

Do a search for the library, select the address to be deleted, and click the Delete
Address button.
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RE-PRINTING PRINT JOBS in ILLiad
To re-print items in ILLiad:

< At the Main Menu, select Maintenance/Print Sessions from the menu bar.

@ILLiad Yersion 7.0.1.0 - Main Menu - Lending {Ithrelkeld/LTS) - |EI ﬂ

File Edit PreProcessing Reguests Search Stacks Process Receives  Biling | Maintenance | Help

[ Edit add
[ Alphabetical | Custom Sort | Mot In Custom Sart | B5)) Bt Addresses
=7

&

@ iGroups Maintenance Form

Awiaiting Lending Request Processing Connection Manager Sessions

Print Sessions

[elaky 3

Change your password

@ m

EventLog

System Information
Clear Electronic Delivery Files

Copyright Gateway Interface

|

\ v

S The View Print Sessions window opens. Select the job(s) you want to reprint and click the
Reprint Selected Sessions button.

3 View Print Sessions - 181 x|
Print Sessions

O - Lending Stacks: 7/7/2008 2:23:30 PM [1 ltems Printed)
O - Lending Stacks: B/27/2005 11:23:43 &M [0 ltems Printed]
v - Lending Shipping: £/21/2005 8:50:12 AM (1 ltems Printed)

<

[t
]
v

- Lending Stacks: 6/21/2005 84255 AM [1 ltems Printed)
- Lendlng Shipping: 6/14/2005 11:10:05 AM [1 Iterns Printed)
M }

<%

- Lending Stacks: 6/14/2005 11:06:17 Abd [D Items F'nnted]
220 - Lending Shipping: 6/14/2008 10:50:00 A [4 [tems Printed]
218 - Lending Stacks: 61472005 10:43:77 Ab [1 [tems Printed)
199 - Lending Stacks: B/14/2005 10:43:29 Ak [0 ltems Printed)
193 - Lending Stacks: B/14/2005 10:43:17 Ak [2 ltems Printed)
180 - Lending Stacks: 61472005 10:24:42 Ak [0 [tems Printed)
174 - Lending Shipping: 6/14./2005 10:21:18 &b [0 Iters Printed)
172 - Lending Shipping: 6/14/20058 10:21:15 AM [2 Items Printed]
156 - Lending Stacks: 6/14/2005 10:14:35 AM [0 [tems Printed)
123 - Lending Stacks: 6/14/2005 10:03:46 &M [0 [tems Printed)
118 - Lending Stacks: B/14/2005 10:03:37 Ak [0 ltems Printed)
10E - Lending Stacks: 6/14/2005 10:03:25 AM [0 [tems Printed)
105 - Lending Stacks: 6/14/2005 10:03:24 &M [2 [tems Printed)
101 - Lending Stacks: 6/14/2005 7:03:55 AM [1 ltems Printed)
100 - Lending Stacks: 6/14/2005 7:01:18 AM [1 ltems Frinted)
92 - Lending Stacks: 6/13/2005 3:55:54 P [0 lterms Printed)

91 - Lending Stacks: 6/13/2005 9:55: 26 P [1 ltemsz Printed)

90 - Lending Shipping: 6/13/2005 3:54:36 PM [0 ltems Printed]
89 - Lending Stacks: 6/13/2005 3:54:17 PM [0 ltems Printed)

88 - Lending Stacks: B/13/2005 3:54:01 PM [ Items Printed)

87 - Lending Stacks: 6/13/2005 9:50:15 P [1 ltems Printed)

86 - Lending Shipping: £/13/2005 B:36:40 PM [1 Items Printed]
85 - Lending Stacks: 6/13/2005 6 36:02 PM (1 ltems Printed)

Feprint Selected Sessions |

< Close the View Print Sessions window.



< Click the Windows Start button. Select Programs/Illiad.
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St 3B @) Windows Media Flayer

dlistare | ] & © & & [ Java Web Start » e =T

< Place the cursor over the appropriate option: Borrowing or Lending. Click on the document
you wish to reprint.

S The document opens in MS Word. On the toolbar, click the Merge to New Document button

Ty

Merge records

" Current record
f"Ernm:I To: I

oK I Cancel |

< Click OK at the Merge to New Document window and the document opens.

CHANGE PASSWORD
S At the Main Menu screen go to Maintenance/Change your password on the Menu bar.
S Atthe Change Password window, enter password information and click OK.

£ ILLiad ¥ersion 6.4.0.0 - Main Menu - Borrowing (Ithrelkeld) o [=]E]
fle Edt FPreProcessng  Reduests Process  Receives  CheckOutfin  Retums  Glino | Materance || Help o
Alphabefical | Custom Sort | NotIn Custom Sort | o Edit Addresses

B&  Groups Mainkenance Form

Awaiting Copyright Clearance .
Connertor Sessions
Awaiting Request Processing 1 -

Print Sessions
Request Sent
OQCLC Policies Directory

€, change your password

[] view EventLog

Clear Electronic Delivery Files

N T
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APPENDIX |

ILLiad Lending Overdues
(L. Frakes 9/22/05)
Click Process, Overdues at the Main Menu screen.

47 i1 Liaed Vewsion 7.8.1.0 - Hain Mervs - Lemcding (irakes FE) l8lx]
Bl [® Pefoomsg Regms SewchRads | Procsss | Reowes Bng  Martewcs el
o [FIERSEARER| Costom Sost | Mot Cusiom o | a
~

R

[—

e Shipped . [ il
L]
dan| S8 AFEGEEEAE il [ s ol e | ) toosmerts - ases...| |18 5 sasm

Double click the item to view

Lending Overdues Form ol x|
Overdues
Print/Send Overdue Nolices
MNotice One Cverdues Mumber of Motifications [0
TransactionNumber| Usemame |RequestType[Loanauthor ﬂ
b
KIS _>lJ
MNotice Twio Overdues Murnber of Notifications (2
TransactionNumber| Usemans RequestType| Loanduthor ﬂ
O 715 FC Loan Murrce, Myles
N 874 PC Loan Brillant, Ashlsigh.
KIS ;I_I
MNotice Three Overdues Mumber of Notifications [0
| TransactionNumber] Username RequestType| Loanduthar ﬂ
o

If the OCLC status is RETURNED, leave as is and await returned material.

If the OCLC status is something other (i.e. Shipped, Received, Renewal OK), click
Process/Recall Request on OCLC. (In this example the request had been renewed, but the
renewal was now overdue).

Recalling an item notifies the borrowing library that they need to return the material to the
lending library.



o S 1 ] aleix]

B I e Glwngms Col Ao Carditonsion Rogomst | Bocers | Besds e ST Some fopem irsus

@ | General Request Information ¥ *"'~ L T | h
lw-nhlnﬂu: el et sttt s bt | k|

([t ]

Tosacton Dt 17777007 1201 16 0
Nt WarsedSiemd By [TITATEE [

by Moot S
i | | El
Bibliographic Information

e Lo | Coaten | samenal|

Lot [irvin o
Lsan Tt [Firsieitariang e (giee e simes o8 et
Lt Putlts [Form Tarorgon, P e e 01

Lo Pl
Lo B
———————————————
st [ | ‘Notes and Tracking Information
Dl Lo Tae | —— | Mammn | Tuackng]| Hsony | Lareing Pecpnet | 500 L Tomcking |
TELEOOS AR |2
Billing Information T - |
| gy
Complarca/ P biemy [T = et Somomrg e QUMACK Paent imcho coy oL
e | =
PuFuge |
[
= OO0 Mt | e

I =
Bowm| 083 =0 EEAE | il e b [ M et ]t .| L FLRTTN

The Information window appears with Item Recalled on OCLC, click OK. Close the window to

return to the Overdues Form.

ol
 Save Changes CancelRsquest Condbionales Aoquest Process  Route  Change StahsTo.. Show  Browse Imice
General Request Information Item Infi i [ s
o ) CollNunbes [FT704 M8 20010 s
Usemame.Name |FT Location |Phoens Colege Libiary Avadate -
e Inomston———————
Tiencaction Siakas. [fiom Sheped DuwDa [T05 _,'_"
Tiarsaction Oate. [L/T172005 120116 PH [ 5 ecapt Hon Erghth
Mot WaniedMesd By [[504/2005 [ 'E.ihun;-?
Delvery Mathod/Ste. r— i 55" [ (REOERET 6 'F_ -
Sonvice it [Pegder = [ =] : : Ly ..o..l
Bibliographic Information .
e , O rformation
Loanaushor [, Higes — T
LeanTis | [ R SV TUL
ik S o
LeanFlace. [ ] P
Lo Dite - 3 |
Lo Ehtors = =
_— ——— | Notes and Tracking Information
S Motms || Teacking | Histosy | Lanciog Pt | 150 UL Traeking |
Billing Information e ) ’:
— . Sttt

If the Send Overdue Notices button is clicked, the Information window appears stating that the
Overdue Information Sent/Moved to Print Queues and E-Mailed. Click OK.

N Cre Orveawdans 10V
(=] Pt (DA () Oy secgumety vehout vl el acdem ][5 EMad 01
Trniost % Londeglbany ¥ Lo % Dl » EMabddens * Lot

|

Moten T Cromons 1]
1Pt EANIN O Orly secuuests rtbens v ponsd s (0] [Z1EMaI D)
Tianwach » Landrgliswy « Lerdesh w Dusliste "% DMabhddeas * Loanhusor

2 i
Pictum Trome Owmedamt (50
[l Pare 5 AIFEN (0 Orysnumety vebboust vk wmad sddens 51 []EMa Y

Trarwart 0 Lordegliswy w Lordesh w Duelisie v Eitdbes v Lomattus A
1 A | 2o [ B e,
1 AT | 3 P/ | Witer Kan
13547 ML 2 8200 |
1751 000 V[Tnem Paron, Lt
107 AN 1| 7200200 achinch, Ponss
1007 N 1| 2z =
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Close the Overdues Form.

Click the Windows Start button, find ILLiad (probably under Programs), select Lending, click the

appropriate Overdue Letter.

L ackbe Raadm £
L

i vtarat i

R Frems o bl LLALY
B B Coveesd Pl LA 1S
[ morsaa secves

Wit [ ) 8 © w (3 € Ommvtbuwwss b b | Giravan | [AFTHNT

MS Word opens to the Overdue Letter template. On the toolbar, click the Merge to New

Document butt0n| ED .

The Merge to New Document window opens. Click OK.

" Current record

. Erc-m:l Ta |

(84 I Cancel |

The merged Overdue Letter opens in Word.

B [& Wew Jeet Fogma Took Ttk Wrdow telp
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1e% -
EE®EE DA,

i ¥e le 5.
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B Mmoo s thr Mscranch s e B

Beptemiber 23, 2003

DEM
Miamy-Diade Fublic Library
Interlibrary Loan

101 W, Flngler 5t, 4th Floor
Miamu, FL 33130

Cear Miarma-Diade Public Library - Interlibeary Loan

Cur records show that an tem you borrowed from the Interlibrary Lomn Department of Mancopa

Community Colleges Dustrict is now at least five days overdue. Flease return promptly or an

mnveice will Follow.

Information desenbang the item is as follows:

ILLiad TH
ILL Number
Call Number
Title

w180
11275676
RCE85.16 096 2003
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APPENDIX 11
Merge Lending Library Addresses
(L.Frakes 9/28/2006)

At Main menu, click Maintenance/Edit Addresses.

Enter library symbol in the Search box, press Enter or click Search button.
(in this example the symbol is NOT the OCLC symbol, but a Local MCCD symbol)
The *Selected Records’ are displayed to the right.
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Double click on specific selected record to be merged.
Click ‘Mark Address to Merge’ button (merge RSCC2).

o7 ILind Version 7.1LULU - Mein Menu - Lending (lfrakes/PL) =i x|
Bl ER  ProPucesiog Reqests  Search Sacks  Process Receives  Billg OCLC Mandonaee el

1007 nddress Maintenance

( Symbl |12 | Addiess Busber | | |[Lendesig I Adderati=) WVTGC = Licanplame
J Liray Hame | | |||l 1|PC | Satado Colece
ASCC 1|PC | Satado Communty Colege |
Addes | ] 2Pt Fisa ek Cortunar s Tor
Fhone | Fai | |

o | 0 Cesopnn: |

[Cervter nfemation |

4 e L

i rHill i faias
Symbral [F5CC | Addesstlube 2 ||| Edog Cabegary [Delo | | J

O Ly Blckent? Bighide| | S Chiges

Wby, i St Conenedy Cotos ] —
Fhere | | Fox [ ] ] Dinlebe Addinss
Ddyrsey Addeess | | | |
[ s Serds? Copy Charge | |
Aol s | | Loer Chasge: | |
B | | i d | ]
L Coprimhil Pty

] Dovesnracks [FM
[ Decine EFTS.
[JRLG Shams

S T

¥

Dl Shinong

[ Py Shicera || = ;| Cioo Pt Guoun

|
Wmant]| | 8 03 F & 5] 2] 7 | o clege e [ ) MerorgLerdingLen. | 8 cxptirn | @@ & v

The ‘Merge to Current Addr’ button, previously gray, is now active.

7 ILLiad Version 7.1.8.0 - Main Menu - Lending (lfrakes/PC) (=] x|
Fle Edt PreProcessing  Requests Searchstacks Process Rereives  Billing  OCLC  Maintenance  Help
5 nciressmameenanee —loix
o Selested Record
{ Symbal Address Number || | | [LendeiSting [+ Addresstix NVTGE [ LibrarMame [v | Address]
< it | || | e 1lPC Rio S alado Calege Tempe, 42
RSCC 1lPC Fio S alada Cammunity College Tempe, A2
Addess | || | Feee 2lPc Rl 5 alada Commurity College Tempe, AZ
Phone | | Fax | |
AielAddess || [ Priarity Shipping
Odpssepdedress ||
) Search | [ Clear Dptiors | o 3

Lender Informatian

(General Infarmatiar (Biling Irfomatior TGrou T
Symbel [RSCC Addiess Number Biling Category [Defaut | &
1 Librany Blacked? Bilnghddess [ | Save Changes
Lbray Hene [Fio Salado Commuity Col \ [ |
y Callege
it Delete Addiess
Prore | | For | \ L ]
Ddyssey Adtess | \ [ |
00 Tristed Sender? Co Fleset Web Passord
Aiiel Acress | ] LosnChage [ ] —
Fuaiste | T — B

rShipping Informatior [ Coppright Paye Merge To Current Addr

Shipping Address 5
pEe Tempe, 42 [ Overide IFM

[ Docline EFTS Policies Directory

]
\
‘ ‘ [ BLG Shares
\
|

inti g
‘ Append Address
Default Shipping | = "
[ Friaiity Shipping ‘ [ | | Clear Print Queus

[
Histart| | 5 &

BF W] =] (=] (2] > | (@] Phoenix Callege Libra... || 2 1Liad Client 1) Merging Lending Libra. . | i capture | B9 & 4z




Double click on the specific address to be merged to (RSC)

The Information window displays (**Are you sure you want to merge this address? From:
RSCC(2)... To: RSC(1). If correct, click Yes.

Address is merged.
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APPENDIX 111

Local Article Requests
L.Frakes 10/25/2006

To Supply an article to another MCCD library:
Open ‘Awaiting Local Request Processing’

21



Save changes. Click Yes to message “Are you sure you want to manually change the

7
status?
e T | aleld
] B e —— .
&, | General Request Information Item on [ ara a
= Tuessctonbhmber 0050 Cottunt | =
5 o [Fe [ oo 1 — 70 3
Teansacton St [Py — O Dt [177 71500 o
Trarmaction Date [10/25/2006 1016 17 AN Poaaon tor Cancelabon | b
Mok warindtieed by [ [ L
Deney Mothodd 5w 3] r
Senen LiveiShippg [1oeain =] =l . r 'l: sy Use Dy
Bibliographic Information
System Information

eicie | Loan | Ciation | Addtiona |

Monthy'veaPages Ea

) e —
S e [Tt L Nl
[ e ‘i) e o e o it b sty chirnge s b

| | = |
Arcle Tl |Locsl
W: .u, :' — Motes and Tracking Information
-—————— Wk | ki | st | Lernding Focuuen | 1561 ILL Tnching |
an’ f En mmmn.-u ST comated saqueat bos P 15 o Vor g puspores. j
Gt | =
(e s |
Fages [0
Puran [8
DaseFau |0 :‘
CEE N =] —

—_—
met] | @ WG E A | Bl | ]t o [[F Rt 8 captes-caphn | 2 ooomerti -1 | (@8 &

Print Stacks Search Items

Borrower: SCC
Lending String: L
Patron: Stalf Norrna Behn
Journal Title: Testing 1had Local
Valume: O lzsues:

war; | GH0Pages:
Article Authar:
Article Title: Local

LTI

Imprint:
ILL Number: 10453

Thoten

Maricopa Lommunity Lolleges
ILLiad TH: 10454

Maxcost:

Shipping Address:
Seattsdale Community Colloge Library

Fax:
Arial:

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

Rl
ek et
Tepeaction Hurbse | 10034 Tewanctiorbiurba = Usrans =) RaguauTyoa = Losndotiar
v | |} L T
L
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Tiaeactn Nusbwy 10854 D D @ @ s Syrted
L Nt (1053 Ly b | St Conmrarsy Cobey
Tl [Local | mum| 1 Tdiany v il
Fage [0
Cuert Stgha I Stk St CalNumber B
Ui PC | MeCow ) Mk lsem s D
SyetwniD [LOCL ] T oo,
Rctes | hicte Dt Added By Mote —_—
o |m 1|mr 25, Aot e 1o Sevond Seach
Baute Men b Seleched Sty
|
Vs Entne Bocond |

Print shipping labels.
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