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Borrowing: Check in ~From Lending Library

@ From the Borrowing tab...

| Check In From Lending

User Address Process Import  Print ALA Send OCLC Check In FromjJ Electronic

Copyright ~ Reguests ~ Requests Renewal Request

Mew Processing Receive Regues

@For each incoming borrowing item, type in the Transaction or ILL number to bring up the correct record.

With the item and its paperwork in hand, check each of the following. CHECK EVERY ONE, EVERY TIME.

‘ @ == 5H S &O-EF&- = Check In From Lending Library | Check In From LendingW

Document Delivery Lending System Check In

e e O @

Sent Only| Search | CheckIn CheckIn CheckIn | Partial/ Cancel | Notify Electronic
- Scan Mow Scan Later | Incorrect Request ~ Delivery
Search Process

Title. Match with:---
cover or title page

Username Loan Date Loan Edi... Photo Jo... | Photo Jo... | Photo Jo...

Request type.
A loan is anything that needs to

Lending String.
The selected symbol must match the

Photo Jo...

be returned; change if necessary
symbol on the paperwork; library

! = = name is to the right

Check In Fromeesdiag lbrary ———e \
Transaction Number 125183 Article G Loan SRl
ILL Number 68224331 1|Cornell Libr... |VermontLa... |P.
Customer Name Joseph DiGiovanna (SUNY Potsdam || allow Photocopies w7
Delivery Location I Allow Renewals 'l
Electronic Delivery? v Handle With Care
Accept Mon English? Copy With Care

D ma 3 Restricted Use
Title Life and death glanning for retirement benefits : the essential handbook for estate planners
T ; Natalie B.
Edition Date Inclusive Pages e 4[] —_—
|Dahe | Mote Type | ded By A Due Date
/ <
SHIPPED 201005823

Notes.
If the note says in library use only, check

Due date.
Loans have them,

Number of pieces.
Change to reflect the
articles don’t number of physical items

“Library Use Only” box above; if it tells of a
charge to patron AND THE PATRON IS NOT A
FACULTY MEMBER, write “Patron owes $__ for
the loan of this item” in the Notes/Special Ins.
Field (far right), filling in cost. Confirm this with

Glen or Tammy before finishing. COI‘ITI[‘IU@O%
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rcument Delivery Lending System Chedk In

@ If everything matches and there are no —~

problems, select “Check In” &
Sent Only| S&arch | CheckIn ChegeIn  Ch&{ckIn | Partial /
Scffi Mow  Scan g

If the wrong item was sent, or something

is missing, select “Partial /Incorrect”

¢O-BLe- = Check In From Lending Library |Check In
oeument Delivery Lending Svstem || Checkin | If the item is an article in print, select

@ “Check In, Scan Now.” Scan the article with
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Odyssey and Deliver. =

gan Later | Incorrect Reguest -
Process
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@ Again under the Borrowing tab, 2 L'fé ¥ 41..5 vo-Bae b

Borrowing Document Delivery Lending System

w

click Print Receives. (Make sure

the printer is loaded with book % % %’

straps BEFORE clicking this 5| Process Import  Print ALA Send OCLC Check InFrom ElectNgnic  Print
Copyright ~ Reguests ~ Requests Renewal Requests || Lending Library DeliveriN Receives

Receive Requests

button!) Processing

Ui
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Tape the book straps to each book. The straps print in order that the requests were processed, so it helps
to keep them in order as you go along. Tape any paperwork/shipping label that came with the loan
underneath the strap. Take loans out to the circulation desk, desensitize them, and leave them on the ILL
shelf in alphabetical order by patron name.
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Now “Contact Customers,” r )

Borrowing Document Delivery Lending System

and then “Start Automatic — —
Email.” % % 3 @ lf %

Process Import  Print ALA Send QOCLC Check InFrom Electronic PRt Contact
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