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The Process

1. Search LINKCat to be sure the item is not owned in LINKCat.

2. Go to the SCLS homepage (http://www.scls.info/).

3. Scroll down to “Interlibrary Loan” and click on “Request forms” (note: you will be prompted for your User Name & Password for accessing a password protected part of the SCLS web page).

4. Click on the ‘WorldCat’ link.

5. Search for the item.

6. Click on the title you want to request (see “Choosing the Correct Bibliographic Record,” below).

7. Click on Request via outerlibrary loan (see image [A]). 
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[A]
Choosing the Correct Bibliographic Record

· When requesting audiovisual materials, be sure you are selecting the bibliographic record for the correct format. For example, cassette tapes come as 1 7/8 isp, 4-track, analog. Do not use the 4-track bibliographic record unless your patron has a special 4-track player. These are usually for recordings for the Blind.  Also note whether the bibliographic record you are looking at is for DVD or VHS format. If your patron will accept more than one format (for example CD or cassette), select “yes” from the “Alternate Edition” dropdown menu and specify which format(s) are acceptable in the “Notes” field.
· When choosing between several bibliographic records of the correct format, always choose the bibliographic record with Wisconsin holdings; or, if there are no Wisconsin holdings, choose the bibliographic record with the most holdings. 
8. The Outerlibrary Loan logon page will open in a new window (or tab in Firefox or Opera) (see image [B]).
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9. You will be taken to the request page – pertinent bibliographical information has been filled in from the WorldCat record (see image [C]).
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10. Enter patron’s library barcode number, and patron’s first and last name.

11. Select search preferences (libraries outside of Wisconsin and Minitex).

12. Click on Submit Request. You will be taken to the main menu screen of your library’s outerlibrary loan account (see image [D1]), and confirmation that your request has been sent will appear in the upper left hand corner, beneath the “Outerlibrary Loan” banner at the top of the screen (see image [D2])


[D1] 
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The Menu Bar
All Outerlibrary Loan tasks can be completed from the Main Menu bar along the left-hand side of all ILLiad screens (see image [E]).
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Checking Request Status
Click on the Transaction number in any of the view tables to see detailed information about a request (see image [F]).

To search for a specific request, use the Search box in the upper right-hand corner of the banner. You may search by Transaction Number, Author, or Title.

*Patron Barcode appears in the Transaction Information table under “Cited Title”, Patron Last Name appears under “Cited Date”, and Patron First Name, under “Cited Volume”. (This feature cannot be changed at this time, due to the nature of the Outerloan software.)
The current status of the request can be found in the very final line of the “Tracking” table. For further information regarding item status, click “Explanation of Status Terms” from the main menu bar. Depending on the transaction status, the request may be edited or canceled, or a request for renewal may be made.
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Receiving and Returning Items
When an item requested through Outerlibrary Loan arrives at your library, you must report the item as received. Without reporting the receipt of an item to Outerloan staff, you will not be able to request renewals for received items. From the main menu bar, under “Tools”, click “Report Item as Received.” A small window will open with five fields: Radials to report the item as either Received or Returned (required), ILL Number (required), Transaction Number, Item Title, and Notes (see image [G]). 

[G]


Enter all available information from the packing slips received with the item and click “Submit”. Items reported as received will be placed into “Checked Out to Customer” status by 5 p.m. the next business day, enabling renewals through the online interface. Any included notes will be manually added to the transaction information in the Outerlibrary Loan System during processing.

Use this interface to report items as returned to the lending library, as well. When a patron returns an outerlibrary loan to your library, please fill out the form as before, marking the item as "Returned". Fill out any other pertinent information and click "Submit". These items will be checked in at the clearinghouse by 5 p.m. the next business day, and the status in the Tracking table will be updated to reflect this change. Once an item is placed into “Request Finished” status, the transaction will move into the View History transaction tables.
Requesting Renewals
Once an item has been received and the status has been updated to “Checked Out to Customer”, you will be able to request renewals for Outerloan materials. Items available for renewal can be found in the “Checked Out Items” view from the main menu bar. Click the Transaction Number for any specific request. Detailed transaction information (such as that seen in image [F]) appears. Click “Renew Request”, at the uppermost left hand corner of the detailed transaction information table. A status line confirming that the renewal request has been sent will appear directly beneath the Outerlibrary Loan banner at the top of the screen (similar to image [D2]). 
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This status line will change to reflect the format of the item being requested.





Using Outerlibrary Loan and WorldCat











Any notes added upon receipt or return of an item will be added to the notes field of transaction information in the Outerlibrary Loan System.





Options will change based upon the transaction status.








Patron Information





�





Transaction Number





Patron Information





Enter your library’s barcode number





Enter your library’s pin number





Click “Logon to Outerlibrary Loan”





Logoff signs out of the Outerloan interface








Main Menu returns you to the basic "Outstanding Requests" page, which is viewed after submitting a request.








Perform a New Search opens a new WorldCat search.








If you are unable to find an item in WorldCat, you may still submit an SCLS Subject/Blank Request Form.








View: each of these links displays tables of items in various statuses. Items available for renewal can be found in the “Checked Out Items” view. For further explanation, see “Checking Request Status”








Tools:


When an Outerloan item is received at your library, or when returning an item to the lending library, Report Item as Received or Returned by entering the ILL number and other transaction information (if available).


Wondering what the status for a request means? Explanation of Status Terms provides information about all supplied status lines.
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