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A PDF version of this manual is available. 

Welcome to the Scan and Deliver Operations Manual!  We hope you bear with us, as this is 
intended to be a document in progress, and will evolve as our efforts progress.  The Operations 
Manual is intended to be the master set of documentation for the Scan and Deliver service.  Once 
this manual is complete, we will develop a shorter and more actionable Training Manual.  It is 
highly recommended, however, that all participating libraries with full installations of the ILLiad 
client should at the very least familiarize themselves with contents of this document. 

We are much obliged to the IDS Project in New York State (www.idsproject.org) and Cyril 
Oberlander at SUNY Geneseo.  Much of the information herein concerning optimal ILLiad 
configuration and best practices has been adapted from the IDS Toolkit, which Cyril and the IDS 
Project have graciously made available to the resource sharing community at-large.  We also thank 
the Widener Library and Harvard Law Library for sharing their documentation for Borrowing, 
Lending, and Document Delivery practices.   

It is important to note that the following documentation is written specifically with respect to 
ILLiad Version 7.3.  As the participating ILLiad libraries in HUL will soon be sharing a server 
hosted by OCLC, we are due to be upgraded to ILLiad 7.4 and 8.0 in the near future (Spring 2009).  
Version 8 is a complete rebuild of the ILLiad client, so we will attempt to anticipate any major 
changes in system configuration, processing, and workflow as soon as we are able.   
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Chapter 1: Workflow Best Practices & Streamlining 
This is a very basic checklist section that focuses on general ILLiad settings and a few practices 
that help streamline workflow or improve operational efficiency.  This section also helps 
familiarize staff with ILLiad’s Customization Manager. 

Topics in this section: 

CopyTitleToClipboard 
CopyrightWarning 
OdysseyReminder 
OdysseyAutoElecDel 
OCLCILLAutoBackgroundSearchOrderLoan  
   & OCLCILLAutoBackgroundSearchOrderArticle 
Saved Request Field Order 
Stale Request Processing 

1.1 CopyTitleToClipboard 
Makes ILLiad copy the book or journal title whenever you open a request in ILLiad’s client in the 
Borrowing & Lending modules.  For example... 

Practitioner view: 

 

Benefit: This means no more clicking and dragging across the title to copy it; just paste the citation 
to look up your title in a catalog or search engine. 

How to: 

Step 1: Logon to the ILLiad Customization Manager: select Borrowing, then Searching. 

Step 2: Change and Save the CopyTitleToClipboard key value setting to Yes. 

Details: 
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Related: See Lending Toolkit for Macro Express – a free macro program that makes pasting text in 
any module easy with shortcut keys and it doesn’t interfere with ILLiad’s CopyTitleToClipboard. 

1.2 CopyrightWarning 
Makes ILLiad warn you about CCL/CCG whenever you open an article request from the ILLiad 
client in the Awaiting Request Processing queue in Borrowing.   

Benefit: Eliminate the extra click “OK” from the popup window – it slows down processing.   

How to: 

Step 1: Logon to the ILLiad Customization Manager: select Borrowing, then Copyright. 

Step 2: Change and Save the CopyrightWarning key value to No.  

Details: 
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1.3 OdysseyReminder 
Makes ILLiad remind you that the article you are updating as shipped in Lending should be sent 
via Odyssey.   

Benefit: Eliminate the extra click OK popup window – it slows down the Lending updating 
processing, and is not necessary; you can add “Odyssey” to all applicable lending article paging or 
pull slips.   

How to: 

Step 1: Logon to the ILLiad Customization Manager: select Odyssey, then Defaults, then 
OdysseyReminder. 

Step 2: Change and Save the key value to No.  

Details: 
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Related:  

For details on adding “Odyssey” text to the lending article slips, see Chapter 4 Workflow Toolkit: 
Lending, section 5 “Word Templates” in our Toolkit, or just insert a MERGEFIELD, specifically  { 
IF { MERGEFIELD ODYSSEYIP }<>”” “Odyssey” “”} .  

1.4 OdysseyAutoElecDel 
Unmediates ILLiad processing for receiving Odyssey articles and delivering them to users.  While 
some libraries use the Trusted key value, which only automates those libraries you elect to trust 
from the Lender address maintenance window; we recommend setting this value to Always, which 
trusts all libraries using Odyssey.   

Benefit: Saves staff time and reduces turnaround time.   

Please note, lending libraries can require mediation or review of their article transmission, this is 
often used if library is not satisfied with the quality of their best scan because of a tight binding, 
damaged page, or if they attach an invoice (not a recommended best practice, because it isn’t a 
batch process and confuses the users).  

How to: 

Step 1: Logon to the ILLiad Customization Manager: select Odyssey, then Trusted, and 
OdysseyAutoElecDel. 

Step 2: Type in Always for Key Value, and Save. 
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Related:  

ILLIAD User Guide: Automated Electronic Delivery 

1.5 OCLCILLAutoBackgroundSearchOrderLoan & 
OCLCILLAutoBackgroundSearchOrderArticle 

ILLiad’s borrowing module automatically searches OCLC then standard # by a set of default 
search values; OCLC#, ISSN (ISBN), Keyword. 

Benefit:  Save time and work; reduce one click per item in OCLC searches where OCLC# and 
ISSN (ISBN) are not present in the request.  The default third search strategy is keyword, but that 
results in a large browse list, typically Scan Title is a preferred search by many borrowing staff 
because it reduces the number of items in your browse list – so you can more quickly find the item 
you want. 

How to: 

Step 1: Logon to the ILLiad Customization Manager: select System, then OCLC, and 
OCLCILLAutoBackgroundSearchOrderArticle. 

Step 2: Change Key Value to: OCLC,ISSN,ScanTitle. 

Step 3: Save.  (Follow the same procedure for OCLCILLAutoBackgroundSearchOrderLoan.) 
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Details: 

 

Related: 

UPDATES: Changes in ILLiad Client version 7.0.2.0 

1.6 Saved Request Field Order  
Sorts the view of OCLC ILL data in the ILLiad client.  By customizing the OCLC field order in 
Lending and Borrowing, you can sort and prioritize your view for needed data, and even hide data 
that gets in the way.   Lending view example:  
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Benefit: Make important data more visible and eliminate the need to click on the OCLC window to 
open the full view. 

How to: 

Step 1 Logon to the ILLiad client and select OCLC, then Resource Sharing Settings.  

If you don’t see the Resource Sharing Settings, someone with ILLiad’s User Manager access will 
have to give your logon permission for Resource Sharing Settings. 

 

Step 2 Click on Tab “Saved Request Field Order”. 

Sort the Lending and Borrowing field sort order (click & drag), uncheck fields you want to hide 
from view, and Save.  

Below is our example of sorted fields for Borrowing & Lending: 
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1.7 Stale Request Processing 
This section describes best practice for all modules. 

Lending, Borrowing, and even Document Delivery can have stale requests that settle for days, 
weeks, months, even years without ever being filled or finished, because requests remain dormant 
in a status unless acted upon by OCLC’s updates or processing. Checking Stale requests are critical 
to clearing up problems before they become big problems. 

Practitioner view: Borrowing Module (Lending is very similar): 

 

Benefit: This means no more dormant requests that users wonder why were not filled, or submit 
duplicate requests for.  Stale request, if long unchecked will once filled, make your turnaround 
times suffer. 

How to: 

Once every week, to open relevant queues: 

• Borrowing check Request Sent queue 

• Lending check Item Shipped (don’t be surprised by articles there), and also check In Stacks 
Searching queue 

• Document Delivery check In DD Stacks Searching   
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• Open the queue, a list usually pops up (for some queues, you have to open the status from 
the check box in the Edit Request search screen).  The queue’s list is sorted by transaction 
number (by default), so the first one is the oldest.  Open the oldest Request. 

• Check OCLC Status (for borrowing and lending: if “Record not found”, the OCLC ILL 
request was deleted after expiration. Note: if unsure, check the tracking (Show – Tracking 
from the ILLiad client) 

• Check the Need by Date (& Transaction Date), if still valid, you can resubmit the request 
with new lenders.  If past the Need by Date, cancel request. 

• Continue down the list until the request’s OCLC Status is consistently active and shipped, 
received, etc.   

For Document Delivery, the stale requests typically are dated past your average turnaround time. 
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Chapter 2: Borrowing 
Topics in this section: 

Getting Started 
Borrowing 101 
Borrowing Best Practices 
Appendix- Borrowing Workflow Chart 

2.1 Getting Started 
Topics in this section: 

Email Routing 
ALA ILL Email Routing 
NLM ILL Email Routing 
Other Email Routing 
Routing- General Overview 
Cancellations, Reasons For Cancellation 
Unfilled Request Processing 
Word Templates 
Other- Customized Cancel & Elecdel Emails 

2.1.1 Email Routing 
Email Routing is one of ILLiad’s most powerful customization features.  ILLiad can send a 
customized email formed from ILLiad data merging into email.txt files located on your ILLiad 
server.  Email Routing dramatically streamlines many of the resource sharing processes, and can 
save an enormous amount of staff time, and improve the quality of services provided to users. 

Benefit: Automate the sending of emails for ILL processes, turn processes that takes minutes of 
rekeying into seconds, and have ILLiad automatically change the status of the request.  ILLiad 
records all emails sent, so you can view all emails about a request using the Show – Emails 
function from the ILLiad Client when any request is open. 

How to: 

Step 1: Logon to the Customization Manager: select System, then Email, and EmailRouting table. 

Step 2: Click on New Record to create an EmailRouting. 

Note: After creating a new Email Routing, restart the ILLiad client, in order to use the new 
configuration. 
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Details: 

 

2.1.2 ALA ILL Email Routing 
Automate sending ALA ILL forms via Email. 

Benefit: Streamline and speed up processing of requests with lowercase lending libraries. 

How to create the ALA ILL Email Routing: 

Step 1: Logon to the Customization Manager: select System, then Email, and EmailRouting table. 

Step 2: Click on New Record. 

Step 3: Enter relevant fields, customizing the email address, name, and subject line as needed, and 
Save. (details to the right). 
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Step 4: Copy the ALAemail.txt file from Toolkit Email Folder and save it to your ILLiad’s Email 
Folder.  Note: Edit the ALAemail.txt file’s Authorized person, National Library of Medicine ID, 
and max cost as needed. 

How to send an ALA ILL Requests to lending libraries using your new Email routing in 
seconds is now a simple process:  

Step 1: Add lender symbol to lending string. Note: Make sure that the lender symbol you add is in 
the ILLiad database - you can also create non-OCLC participating libraries by creating an address 
that is not 3 or 5 characters long. 

Step 2: Change System ID to OTH (ILLiad won’t try to update OCLC when you later update this 
request to receive for this item).   

Step 3: Click Email and select ALA.  

Step 4: Paste in the lender’s email (copied from the lender address or policies directory from either 
of the 2 links (ILLiad’s Lender Address Maintenance or OCLC Policies Directory)    

Setp 5: Send.  The Email routing automatically routes the request to the Request Sent status. 

Practitioner View: 

 

2.1.3 NLM ILL Email Routing 
Send the National Library of Medicine an ALA request via email. 

Benefit: Send borrowing requests to NLM Library in seconds with no rekeying or long-distance 
faxes. 
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How to:  

Step 1: Logon to the Customization Manager: select System, then Email, and EmailRouting table. 

Step 2: Click on New Record. 

Step 3: Enter relevant fields; DefaultToAddress must be custserv@nlm.nih.gov & customize 
your email address, name, and subject line as needed. 

 

Step 4: Copy the ALAemail.txt from Toolkit Email Folder and add it to your ILLiad server’s Email 
Folder, unless you already implemented the ALA email routing – which uses the same file.  
Important: Remember to customize the ALAemail.txt with your Authorized person, NLM ID, and 
max cost.  

Step 5: Save. 

File: ALAemail.txt 

How to send an ILL Request to the National Library of Medicine Library using your new NLM 
Email routing in seconds is now a simple process:  

Step 1: Add NLM to lending string. 

Step 2: Change System ID to OTH so ILLiad doesn’t try to update OCLC when you receive this 
item. 

Step 3: Select Email and NLM and Send  (no need to paste in NLM’s email, since it is a default 
setting that doesn’t change). 

The Email routing automatically routes the request to Request Sent status – you are done. 
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Practitioner View: 
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2.1.4 Other Email Routing 
In order to use these, please remember to edit the emails and subject line to your needs, email 
addresses, etc. 

Email Routing Name, 
Description  

Customization Manager Settings 

Bill Lost 
 
To send an email to the user, to 
circulation, or to the bursar, to bill 
an account for a lost book.  Also 
used to block privileges.  
File: billlost.txt 

 
New Book 
 
Explains challenges with some 
new book requests. 
File: newbook.txt 

 
Note 
 
Useful if you want to email user or 
others about request or citation.  
This email routing does not change 
the status of the request. 
File: Note.txt 
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Overdue 1, 2, 3,  
 
Easily edit or send ILLiad’s 
default overdue notices for one 
request. There are three sets of 
overdue notices in ILLiad, we use 
our Overdue 3 notice as a billing 
statement. 
File: overdue1.txt  
Available as default in ILLiad’s 
Email Folder 

 
Purchase 
 
Send a purchase request to 
Acquisitions or Collection 
Development Librarian.  This 
email includes all information 
needed for placing a hold.  We 
copy the user, but that is optional. 
File: purchase.txt 

 
Recall 
 
Easily edit or send a recall notice, 
the email routing automatically 
returns this request into the 
Checked Out to Customer 
transaction status. 
File: Recall.txt 

 
Renewal Denied 
 
Easily send a renewal denied email 
notice when the lending library 
refuses a renewal request, and 
automatically change the status of 
the request to Checked Out to 
Customer.  Before sending, add 
new due date to ILLiad’s due date, 
and the email will show the 
revised date. 
File: renewNO.txt 
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Renewal OK 
 
Send a renewal OK email, but if 
you first change the due date to 
correspond to the new date due 
supplied by the lender - this email 
includes the new due date as part 
of the notice and automatically 
places the request in Checked Out 
status. 
File: renewOK.txt 

 
Renewal Requested  
 
Send a lender a renewal request by 
email.  Note: You have to copy the 
lender email from the policies 
directory and paste it into the 
email popup. 
File: RenewalRequest.txt 

 
Resend Request 
 
Send a Resend request to the 
lending library via email.  Note: 
You have to copy the lenders 
email from the OCLC policies 
directory or ILLiad addresses, and 
paste it into the email popup. 
File: resend.txt 

 
Subject Librarian & User 
 
Send subject librarian (copy user 
optional) a request for help, to 
verify or notify grey literature.   
For details, see: Can Cooperative 
Service Solve the Grey Literature 
Challenge? 
http://data.memberclicks.com/site/
ola/olaq_10no2&3.pdf  
File: specialist.txt 
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Full Text on Web 
 
Send user the URL for finding 
their requested item on the web.  
Add a lender symbol you create 
“WEB”, after the email, the 
transaction status automatically 
changes to Request Finished.   
File: fulltext@web.txt 

 

2.1.5 Routing- General Overview 
Routing makes ILLiad change the transaction status of a request or process type (Lending, 
Borrowing, Doc Del) automatically, based on the MatchString values.  

Benefit: Automatically change the status of a request, for example, if the ISBN or OCLC# are 
available in a loan request, ILLiad can move those requests automatically from Awaiting Request 
Processing to Awaiting Direct Request Sending.  Routing also helps you skip processes that you 
may not utilize, such as printing shipping labels. 

How to: 

Step 1: Logon to the Customization Manager: select System, then Routing, and Routing. 

Step 2: Click New Record to create a Routing.  Create the parameters. 

 

Step 3: Save. 
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Routing examples  

Routing Name, Description Customization Manager Settings 
Direct Request 
This is a default routing that 
is usually turned off.  It 
pushes loan requests in the 
Awaiting Direct Request 
Sending if the ISSN is not 
null, and LendingString is 
null.  

 
Rush Request 
This is a default routing that 
pushes requests that with 
“Rush” into a custom 
“Awaiting Rush Request 
Processing” queue. 

 
Copyright  
This automatically changes 
the status of article requests 
that are older than 5 years 
past the copyright clearance 
gateway. 
Note: Edit year (2004) every 
January 1. 

 
Note: 

Read the related information linked below to see the various ways you can construct routing rules, 
there are many ways to create a MatchString that targets the requests you want to achieve 
automatic status changes.   

Routings cannot be daisy chained to work on the same request, meaning a request cannot be 
handled sequentially by multiple routings; one to move it from awaiting request processing, and 
then another to move it to another location. 

Illiad reports may be affected by the types of shortcut routings you create. 

Related: 

General Guidelines for Creating Routing Rules 
Routing Rules Across Modules 
ILLiad Newsletter 
Taming the Torrent 
Routing for Direct Request 
ILLiad documentation helps, especially the processing flowcharts, database fields, etc. 
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2.1.6 Cancellations- Reasons For Cancellation 
Customizing the ReasonsForCancellation makes ILLiad cancel requests with better default notes 
which reduces rekeying, adds helpful information, such as URLs to resources like electronic 
reserves, or links to online journals, databases, or websites, and can better define policies and 
practices.  

Benefit: Significantly reduce keying by staff, improve communication with users, and better assess 
cancellation statistics. 

Note: Consider Cancellations and Email Routings as complimentary but potentially redundant and 
confusing if they serve the same purpose.  Also, rather than random or alphabetized, consider 
prioritizing the cancellation order (by order number) based on frequency of cancellation reason 
from one of ILLiad’s borrowing web reports – any surprises that the highest number is available at 
our Library?   

Step 1: Logon to the Customization Manager: select Borrowing, then Cancellations, and then 
ReasonsForCancellation.   

Details:  

 

Step 2: Create or Edit, or Copy existing ReasonForCancellation, then Edit and Save. 

Details:  

Examples to consider adapting: In order to use these, please remember to edit the emails and 
subject line to your needs, email addresses, etc. 
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Reason DefaultNote Notes about using this 
cancellation 

Available in 
Stacks 

This material is available at the Library; please 
see call number and location shown below to 
locate it.  Let us know if you have any trouble 
locating it. 

Before cancelling the request, we 
add the call # and library location 
to the ILLiad request; we added 
those fields to the cancel.txt email. 

Available on 
Reserve 

This item is available on Reserve.  URL provides user with a hot link 
directly to the reserve catalog. 

Reason DefaultNote Notes  about using this 
cancellation 

Deadline Past We are unable to supply this item by your 
“Date needed.” Do you wish to change your 
need by date? 

 

Dissertations You requested an abstract, which is usually 
available online at 
http://wwwlib.umi.com/dissertations/ However, 
if you would like us to obtain the actual 
dissertation, please reply. 

 

Duplicate Request We have another request for the same work by 
you. 

 

ERIC Documents This work is available as an ERIC Document, 
available as microfiche and filed by ED# (Paste 
# here).. 

Add ED#, however, if full text, 
paste URL over “as microfiche…” 

Foreign Language This work is published in a foreign language 
and your request shows you are unwilling to 
accept non-English materials.  If that isn’t the 
case, please reply. 

 

Full Text Online The following is available from one of our full 
text sources. 

This is now handled with an email 
routing that fills the request in 
Doc Del. 

Full Text on the 
Web 

The following is available on the web, we 
found it at: (paste URL here) 

Paste URL in email before 
sending.   
This is now handled by an email 
routing that fills the request, and 
we use the lender symbol: WEB 

Incomplete 
Citation 

We need a full citation, author and/or title, as 
well as, vol. date, & page numbers. If 
author/title is unavailable, please supply 
keywords. You can restart this cancelled 
request by logging into SCAN AND 
DELIVER. 

 

Lost or Missing Item cannot be located in our collection and we 
have exhausted all possible sources to locate 
this item. 

 

No supplier found We regret that we’re unable to find a library 
willing to lend this item. 

 

Non-Circulating This item is non-circulating at the other 
libraries. 

Before cancelling the request, we 
add call# and library to the ILLiad 
request.  
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Not Yet Available This work, volume and/or issue is not yet 
available from the publisher and libraries.  Let 
us know if you would like us to hold your 
request and try again later. 

 

Other  Discourage use because it doesn’t 
contribute to statistical analysis 

Special Collection 
ILL 

This is archival material that isn’t available via 
ILL, often special collections requires direct 
correspondence between the researcher and 
archivist. Contact Info:ABC 

 

Reason DefaultNote Notes about using this cancellation
Too New This item is too new to be borrowed from other 

libraries. Your request will be sent to the 
Collection Development Librarian to consider 
for rush purchase. If you don’t want the item to 
be considered for purchase, please reply with 
your comments. 

 

User Ineligible You must be a current Harvard University 
student, faculty, or staff member to use SCAN 
AND DELIVER service. Please consult with 
your local public library about interlibrary loan 
services. 

 

Verify Citation This item could not be found as cited, although 
we attempted to verify it. Can you supply any 
corrections or additional information? 

 

2.1.7 Unfilled Request Processing 
This is a best practice tip to consider while processing your borrowing unfilled conditional 
requests.  Whenever a borrowing request has gone through the first 5 lenders in the lender string 
and has come back unfilled, it has generally taken about 5 days (25 days maximum), because 
sending it to the next 5 lenders could possibly add another 5-7 days without success, this may be 
the best opportunity to evaluate purchasing options.   

Practitioner’s view: 

 

Benefit: This can significantly reduce the turnaround time for difficult to borrow materials.   

How to:  Delete OCLC ILL Item, and fill request as you would with a purchasing workflow. 

For articles, consider purchasing the article directly from the publisher. Typically the article can be 
located by using a search engine and pasting in as much of the citation as possible.  If you create 
and use a lender symbol for all purchased articles, make sure you edit that address to Copyright 
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payee, so that you aren’t paying copyright on items you bought from the publisher.  (Tip: The same 
setting should be applied to all commercial document suppliers that charge you copyright royalties, 
i.e. BRI, CAI, etc.) 

How to:  Set lender “copyright payer” type: Logon to ILLiad Client, click on Maintenance, Edit 
Address, create or search for a lender symbol, and select Copyright Payer:  

 

For books, purchasing may depend on the internet book dealer your institution authorizes you to 
purchase from, or you might also use Alibris, their OCLC symbol is ALBRS and they bill 
purchases by IFM.   

For DVD’s, many popular videos are available from Amazon for less than $10, often DVD 
requests can go through 2-3 sets of lender strings before being filled.  That could mean about 10-21 
days of delay. 

Related: http://www.atlas-
sys.com/documentation/illiad/content/Version7UnfilledsandConditionals.pdf  

2.1.8 Word Templates 
ILLiad uses a series of customizable word documents as templates (usually located in the Print 
folder on the ILLiad server) that create receiving, paging, and shipping labels using merged ILLiad 
data (produced from the ILLiad client during print transactions and saved as dbf (database files) in 
C:\ILLiad\Print )  

One of the most powerful ways to streamline the ILL workflow is to reduce extra steps, and make 
each step count – customizing ILLiad’s word templates can help a lot.  The toolkit’s ILL 
paperwork, located in the Print folder, was designed to look similar in all three modules; 
borrowing, doc del, and lending, to make finding relevant information and module identification 
quick and easy.  We use CITEDVOLUM for adding notes to any request. 
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BorrowingLoanSlips 
 

 
BorrowingReturnSlips 

 

 
Make sure your slips print in the order you want (TransactionDate) for instance: http://www.atlas-
sys.com/documentation/illiad/webhelp/ILLiad_Admin_Guide/Implementation/Customizing_Printer_Templates/sort
_changing_the_print_order.htm  

Related: http://www.atlas-
sys.com/documentation/illiad/webhelp/ILLiad_Admin_Guide/Implementation/Customizing_Printe
r_Templates/word_merge_fields.htm  

2.1.9 Other- Customized Cancel & Elecdel Emails 
We have customized two Default email.txt files, located in a subfolder “CustomDefaultEmail” in 
the Toolkit’s Email folder.  Before customizing any ILLiad email text files on your ILLiad server, 
we highly recommend creating an archive backup folder that retains a copy of all default emails.   
Note: The <#    > tags are flags for includes – ILLiad supplies the data from the ILLiad field names 
you put within the insert flags.  For example <#firstname> means the email will have the user’s 
first name from ILLiad. 
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Cancel.txt  
 
Evaluate using this Cancel.txt email, the benefit 
is the addition of the location and call # fields.  
That way if you add the location (Floor, or 
Library) and the Call# to the ILLiad request, 
when you cancel the request, this email tells the 
user the current location.   
 
If you cancel because a lending library says non-
circulating, you can populate the library and 
contact information in the location and call# 
fields. 
 
How to: Once you open the text file in Notepad, 
you can edit the text to your specification and 
save it to your Email folder on the ILLiad server. 
 
Elecdel.txt 
The default email tells users they can logon to 
ILLiad to pick up their article. 
This custom ElecDel email adds the URL for a 
direct link to the article. 
 
Benefit: This makes the user very happy.   
 
Example of the insert that does this: 
<#SystemURL>/pdf/<#TransactionNumber>.pdf

 
Related 

Customizing ILLiad’s Word Templates and Email Notices: 
http://www.nwill.org/2006/Batchelor.ppt  

Customizing Routing & Other Workflows: 
http://www.ohsu.edu/library/williad/2004/content/routing.ppt 
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2.2 Borrowing 101 
The Interlibrary Loan department is responsible for the exchange of library materials with other 
libraries and institutions in the United States and abroad. There are two main divisions in ILL: 
Lending and Borrowing.  

Lending accepts requests from other libraries and sends them the materials they requested either by 
mail/FedEx or electronically.  

Borrowing processes requests from patrons for materials not available at HCL, makes them 
available to local Harvard patrons, and sends them back to the lending library.  

We use the OCLC ILLiad client to manage both borrowing and lending activities. Under the File 
menu in the client, you can choose to work in either Borrowing or Lending mode, depending on 
what you need to do. In either mode the main page shows a list of queues. A queue will only 
appear on the main page if it contains at least one request. The request is the basic unit in 
Interlibrary Loan, and each request in ILLiad is assigned a transaction number, or TN, as soon as it 
is submitted by a patron or accepted as a lending request. A request can exist in only one queue at a 
given moment, and the status of a request in ILLiad is the same as the queue that it is in. Although 
the client is connected to the Internet, request status information is not updated automatically. 
Instead, you must click the Refresh icon to update the client with new requests or new information 
about existing requests.  

Topics in this section: 

Processing Borrowing Requests 
Searching 
Borrowing Queues 
End-Processing Borrowing Materials 
Other Borrowing Activities 

2.2.1 Processing Borrowing Requests 
For Borrowing purposes, there are two basic types of requests, loans and articles. When a patron 
submits a new request, he or she chooses whether it is a loan or an article, and it appears in one of 
two queues, either Awaiting Request Processing if it is a loan, or Awaiting Copyright Clearance 
if it is an article. Borrowing staff must manually clear requests that are in Awaiting Copyright 
Clearance, at which point they will be sent automatically to Awaiting Request Processing.  

Topics in this section: 

Copyright Clearance 
Awaiting Request Processing 
Eligibility of Borrowing Requests 
Not Enough Information? 

Copyright Clearance 
In most cases requests in Awaiting Copyright Clearance may simply be cleared by clicking on the 
No Problem button at the top, but once titles begin to appear in the column on the right under 
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Copyright List it is important to keep an eye on the cost of copyright fees for articles in those 
journals.  

Awaiting Request Processing 
From the Awaiting Requests Processing queue, requests may be processed directly by borrowing 
staff or moved first into other queues, depending on the complexity of the request. Below is a blank 
request form. In addition to filling in as many of the fields as necessary, the patron may have added 
notes, which would appear in the blank gray space under the General Request Information section. 
Also note the information indicated by the edition and language preference selectors in the upper 
center.  As a staff member you can also add notes to the notes field if you come across information 
that might be useful in filling the request. 

  

Eligibility of Borrowing Requests 
The first step in processing a new request is determining in HOLLIS whether or not the item 
requested is available within the Harvard University Libraries. If the request is a book or a chapter 
or section of a book, search for the book in the Full Catalog by title, ISBN, author, or whatever 
other information the patron has provided. Once you have found the HOLLIS record for the item, 
click on the Availability link to get more detailed information about the item and its status in each 
of the Harvard libraries that own it. If the item is a journal or journal article, search in the Journal 
Titles tab of HOLLIS by the journal title or ISSN. Clicking on the Availability link in a serial 
record will bring you to a page with location and holdings information. Check to see if a HUL 
library has the correct holdings. 

Flow Chart for ILL Borrowing Eligibility:  

A. Not in HOLLIS > request through ILL 

B. In HOLLIS and available in one of the HUL libraries: 

1. Not Checked Out > cancel request; direct patron to the HOLLIS record and library 

 
Revised: February 25, 2009 



Scan & Deliver Operations Manual Page 30 of 96 

 

2. Lists a due date: 

a) No holds > cancel request and direct patron to request/recall through HOLLIS 

b) 1 hold > check ALEPH to see if hold is for patron who requested item in ILL 

i. Hold request is same patron > direct request to Recall Pending queue 

ii. Hold request is different patron > request through ILL 

c) Greater than 1 hold > request through ILL 

C. In HOLLIS and available through CRL > request from CRL through ILL 

Note: The above flowchart has been adapted from the procedures currently in use by the Harvard 
College Library.  Eligibility for ILL is ultimately dependent on local unit practice. 

Request through OCLC 

Once you have determined that an item is not available through the Harvard College Libraries, the 
next step is to find any OCLC records that match the item you are looking for and determine if 
there are libraries that will lend or copy the item through OCLC. From the main page of the ILLiad 

request, click on the OCLC button in the upper right hand corner. A new window will 
open with imported data from relevant request fields (e.g. title info., author, accession 
numbers, etc.), allowing you to construct a search query of the OCLC records. If the 

request has a number in the OCLC Number field, OCLC will automatically search for the OCLC 
number and bring you directly to that record (under the Record Detail tab; see below).  

Not Enough Information?  
Sometimes the patron has not provided enough information for us to determine with certainty the 
item they are seeking. If this is the case, we may send the patron an email asking for more 
information or clarification. To do this, go to the EMail menu and choose Awaiting Response 
from Patron. This will create a new email from a template and import information about the 
request such as the title and author for a loan, the email address of the patron, and the transaction 
number. Make sure the information that was imported is correct and complete, then add whatever 
questions you have and click send. The email will be delivered to the patron’s inbox and the 
request will be automatically changed to the status Awaiting Response from Patron. When a patron 
replies to an email such as this, their response comes to the default email address for your client, 
and any additional information that they have provided must be manually added to the 
corresponding ILL request.   
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2.2.2 Searching  
Topics in this section: 

The OCLC Interface 
Record Detail 
Holdings 
OCLC Policies Directory 
About Specific Lenders 
Work Form 

The OCLC Interface 

 

Once the OCLC Resource Sharing window has loaded, you can refine the search however you 
need to. There are four tabs within this window: Searching, Record Detail, Holdings, and Work 
Form.  

The default searches OCLC Number, ISBN, and Scan Title are the most reliable, and if you need to 
specify more limits it may be helpful to search for the item through WorldCat 
(http://www.worldcat.org) or the FirstSearch database (http://www.firstsearch.org, requires 
login), then use the OCLC number or ISBN to find the item within the ILLiad OCLC interface. 
Depending on how specific your search was, you will either get a screen like the one above, which 
helps narrow your results, or you may see a list of records that match (see below) or the Record 
Detail if only one record matches your search.  

Note: Although a search by OCLC Number or ISBN/ISSN is fairly straightforward, title searches 
can be tricky. Characters other than letters and numbers are not searchable within this interface, so 
you may need to delete or adjust hyphens, slashes, periods, spaces, and other punctuation, or try 
searching in WorldCat or FirstSearch. If you are not finding the item you are looking for, try 
variations on the title. Scan Title brings you to an alphabetical list of titles in proximity to your 
search term.   Also, be cautious about relying on a record match based on the OCLC number 
provided by the customer.  The resulting automatic search result can be misleading, inaccurate, or 
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severely limiting when it comes to identifying a viable lender.  In such cases, additional options 
can often be found by running a title search under the Search tab. 

 

When you double click on one of the search results, you will see a list of records, each with a 
distinct OCLC number, that match your search. The record with holdings in the most OCLC 
institutions will initially be highlighted. On the right you can see how many holdings are associated 
with each record. In some cases, the record with the most holdings is the one you are looking for, 
however you must check carefully to make sure this record matches the information provided by 
the patron. If the box in the Owned column is checked, this means that according to OCLC’s 
records HCL owns the title in question.   However, this holdings information is not updated 
frequently, so use HOLLIS and ALEPH as the authority on whether or not the item is available 
locally. Double click on a record to see the full Record Detail. 

Record Detail 
The Record Detail is where you will confirm that the details of the patron’s request match the 
OCLC record from which you are requesting a loan or copy. The top left box includes basic 
information about the OCLC record, and the top right box shows the information provided by the 
patron in the original request.  Use 100 (and variations thereof: 110, etc.) and 245 fields to confirm 
author and title, respectively.  Several fields below that are important to look at are 260, which 
includes the publisher and copyright date, 4XX (i.e. 400, 440, 490, etc.) and 7XX (730, 740, 760, 
etc.) fields, which provide information about series titles, offprints, and alternate titles.   [For 
further information about MARC record formats, see 
http://www.loc.gov/marc/bibliographic/ecbdhome.html ] 

Holdings 
Once you are certain that the book, journal, or other item matches the patron’s request, go to the 
Holdings menu and under Custom Holdings choose whichever type of item you are requesting 
(loan, copy, video, etc.). If there are not many holdings and you wish to see them all, choose All at 
the bottom of the Holdings dropdown. You can also limit by state or region. While in the Holdings 
tab, you can hover the cursor over any of the symbols to see what institution the symbol represents.  
The institution name appears in the bar at the very bottom of the window. Symbols that are in 
uppercase letters are current lenders, while symbols in lowercase letters are currently non-
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suppliers; these may be non-suppliers permanently or temporarily—check the OCLC Policies 
Directory (see OCLC Policies Directory below) to confirm.  

OCLC Policies Directory 
The OCLC Policies Directory can be accessed through the FirstSearch website 
(http://firstsearch.oclc.org/, requires login) or directly through ILLiad (see below). The directory 
includes information provided by each member institution in OCLC about their policies on what 
types of items they will and will not loan, contact information, and the URL for their library 
catalog.  

 

Double click on a symbol to add that institution to the lending string, or right click on the symbol 
then click on View OCLC Policies for … to open a window in your default browser with the 
OCLC Policies Directory page for that institution. As you add institutions to your lending string, 
they will appear in the order in which you added them in the Selected Lenders box on the right. 
Sometimes institutions require that you include their symbol twice if you add them to a string (their 
symbol will be blue and have a superscript 2 to the right), in which case they will automatically be 
added twice when you double click. OCLC will only include five symbols in a given lending 
string, so if you add any more than that on the Holdings tab the last will be deleted until only the 
first five remain when you create the work form. 

If the record is for a serial, the Holdings tab will show two columns, one with a list of libraries with 
any holdings for that journal, and to the right a column with whatever holdings information the 
library has provided OCLC. This information is not always complete and correct, so you may have 
to check the library’s catalog directly to confirm, particularly if you are looking for a specific 
format such as microform. Make sure you only add lenders that have the holdings you need to the 
string. 

About Specific Lenders 
NYP (New York Public), DLC (Library of Congress), NLM (National Library of Medicine), stf 
(Stanford), and BRI (British Library) should not be included in strings with other lenders, as these 
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each have unique procedures for borrowing. Be aware of this since OCLC will populate your 
lending string automatically when you open Custom Holdings, and may include these symbols. 

Many of the European and other international libraries list their holdings in OCLC, so you can see 
if they have an item from the Holdings tab, however most are permanent non-suppliers through 
OCLC. When these are the only lenders it is sometimes useful to add a note to the request 
indicating which of these libraries have the item to save time when checking holdings later for 
ALA/IFLA requests.   

Item borrowed from CRL, MIT, and other Harvard libraries are not subject to borrowing fees, 
so we preferentially borrow from them when possible.  

Center for Research Libraries (CRL) holdings: 

Most items that are available for loan through CRL will appear in HOLLIS and the HOLLIS record 
will indicate that they are held by CRL. CRL items must be requested through OCLC. Once you 
have confirmed that CRL owns the item in question, go into the request, and search for the OCLC 
record that lists CRL under Holdings. When making a CRL request, CRL should be the only lender 
in the lending string, and their symbol should be included two or three times, depending on the size 
and complexity of the request. CRL will lend almost any materials and is an excellent source for 
foreign materials and long runs of serials on microfilm or in print. CRL’s holdings information is 
usually up to date in OCLC, but CRL’s online catalog is useful for confirming serials holdings in 
particular (http://catalog.crl.edu/). 

Other Harvard University libraries: 

Although most Harvard University libraries will copy articles, loans between libraries can be 
unpredictable as HUL courier delivery tends to be slow. Use these other libraries preferentially for 
article requests, however do not use them for loans if there are other lenders available. These 
libraries can be included as the first lender in a longer string. 

MIT Holdings: 

Although MIT holdings do not appear in HOLLIS, if you see in an OCLC record for which MIT 
(symbol: MYG) is listed in the holdings, always check MIT”s catalog 
(http://library.mit.edu/F?func=find-b-0) directly to confirm that the item is in the collection and 
currently available. Since there is a courier service between Harvard and MIT, items borrowed 
from MIT typically arrive much faster than they do from other institutions. MIT can be included as 
the first lender in a longer string.  

Work Form 
Once you have created a lending string through the Holdings tab, click on Create Work Form, and 
information from Record Detail and Holdings will be imported into the Work Form tab. A field 
that appears bright yellow indicates that required information is missing, and the request cannot be 
processed as is. Confirm that all information imported correctly, and add any additional 
information necessary to fill the patron’s request. If the item is an article or will be delivered 
electronically, make sure that the Odyssey and Ariel addresses remain in the Borrowing Notes field 
(if it is a loan, delete this information from the Borrowing Notes). In addition, add any comments 
to the Borrowing Notes field that may be useful or necessary to the lending institution when they 
are attempting to fill the request.  
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2.2.3 Borrowing Queues 
Topics in this section: 

Request Sent 
Resend Requests 
Awaiting Unfilled Request Processing 
Awaiting ALA Request Processing 

Request Sent 
Requests that are in the Request Sent queue have been submitted to a lending string through 
ILLiad, either as an ALA or OCLC request, or they have been manually changed to Request Sent 
status. The request will remain in this queue until the item is received and processed electronically, 
physically checked in upon its arrival at the ILL office, or the status of the request is changed to 
Unfilled by OCLC. If it is an OCLC request and has been assigned an ILL Number, it will go to 
the first lender, at which point the lender will have four days to either ship the item, respond that 
they will not fill the request, or submit a conditional back to the borrower, to which the borrower 
must reply. If no action has been taken on a request within the four days it is assigned to the lender, 
the request will automatically be forwarded to the next lender in the string (which may be the same 
lender if their symbol appears twice in the lending string). Once all of the lenders have been 
exhausted without any shipping the item, OCLC changes the status of the request to Unfilled, and 
moves the request in ILLiad from the Request Sent queue to the Awaiting Unfilled Request 
Processing Queue, where it remains until we change its status by switching it to another queue or 
resubmitting the request to a new lending string.  

Resend Requests 
The Request Sent queue should be periodically checked for requests that have been sitting in that 
queue for longer than expected, by sorting by Transaction Date, which indicates when the status 
was changed to Request Sent. The central box on the right hand side of the window will say 
“OCLC Information” if it was an OCLC request and “System Information” if it was an ALA 
request. For OCLC requests, the status should be either Shipped followed by a date or Record not 
found. The Tracking, History, and Notes may provide helpful information, and for those that are 
listed as Shipped more than 10 business days prior to the present date, a resend request email 
should be sent to the lender. For those whose status is Record not found, copy the ILL number and 
search for it on the Resource Sharing section of FirstSearch to see if any more information is 
available there before sending a resend request. Email addresses for these institutions can be found 
either in the ILLiad address book (by opening another copy of the ILLiad client) or by clicking on 
the PD button (for Policies Directory), where under Contacts you should find at least a general 
contact but hopefully a lending contact for the ILL department at that lending institution. 
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ILLiad does not track information about the external status of ALA requests, so those that were 
sent more than two months ago should be sent a follow up email to find out whether the request is 
being processed and if so when it was shipped. Email addresses for these lenders can be found in 
the ILLiad address book, or if not there then open the email that was originally sent to the lending 
institution and use the same email address.  

Awaiting Unfilled Request Processing 
Once a request has passed by every lender in a string, OCLC changes its status to Unfilled and 
sends it to the Awaiting Unfilled Request Processing queue in ILLiad. In some cases, there are 
other holdings listed in OCLC for the item and we can easily resubmit the request to a new string 
of lenders. Other times we have exhausted the holdings that will lend through OCLC and it 
becomes necessary to try other options. 

OCLC requests that are listed in OCLC as Unfilled must be deleted manually from FirstSearch lest 
they be automatically sent back to the Unfilled queue in ILLiad from whatever queue they are 
moved to.  This procedure should be completed regularly and as soon as possible, several times a 
day. This can be done by logging into FirstSearch, going to the Resource Sharing tab, and clicking 
on the number next to Unfilled under Action Items under Borrowing. Then for each request in 
Unfilled status, check the Delete box and select the Update button. This will cancel the OCLC 
record but the ILLiad request in our client will remain in the Unfilled queue until we move it 
elsewhere.  After each deletion, the resulting page shows arrows that allow you to navigate to the 
remaining unfilled records.  Click the “forward” (right) arrow after each deletion to proceed to the 
next unfilled record.  Repeat this step each time until all unfilled requests have been deleted.  If the 
request is resubmitted to OCLC for another lending string, OCLC will generate a new ILL number. 

 

Here we see a short list of two unfilled items, ready for deletion in FirstSearch.    
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Awaiting ALA Request Processing 
When there are no OCLC lenders available in the holdings, but we have an idea of where to try 
searching for the item, we put the request in the Awaiting ALA Request Processing queue. 
Generally these requests will involve an email to a lending institution that we have confirmed 
through their catalog has the item. Sometimes we know from the OCLC record that an institution 
has the item, but if they will not lend through OCLC’s system then we send it as an ALA request. 
Other times there is no record in OCLC at all and we try to track it down by searching the catalogs 
of libraries from the country or language of origin of the item.  

2.2.4 End-Processing Borrowing Materials 
Topics in this section: 

Checking in Returnable Items (Loans) 
Checking in Non-Returnable Items (Articles) 

Checking in Returnable Items (Loans) 
Finding the Transaction 
Verifying Loan Information 
Specify Lending Institution 
Enter Due Date and # of Pieces 
Print Receives 
Contact Customers 
Check out Materials to Patron 

Finding the Transaction 
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Search for a specific record using one or more of the following search criteria in the "Select 
Record" section of the window:  

• Transaction Number  

• ILL Number  

• Article Title  

• Article Author  

• Loan Title  

• Loan Author  

In most cases, the item will arrive with paperwork that includes the ILLiad Transaction Number 
and/or the ILL Number. However, if there is no paperwork, the search can still be implemented 
with the article or loan author/title information.  

Once you have entered your search criteria and hit the Search button, a list of matches will be 
displayed in the Records Selected areas of the form. The request on the top of the list in Records 
Selected will also show automatically at the bottom of the screen. If more than one request is listed 
in Records Selected section, choose the correct request by double clicking on the item.  

Verifying Loan Information 

Verify that the item loaned to you is what the customer ordered by checking the information at the 
bottom of the Check In form against the item in hand. If the item matches the ILLiad request 
information, click the checkboxes for any special statuses or handling instructions required for that 
record (like Library Use Only or Allow Photocopies).  

Changing the Request Type from Article to Loan (or Vice Versa) if Necessary 

If the item sent by the lending library is not the request type ordered, the request type must be 
changed. You must make this change from the General Update Form, which you can open from the 
Check Item In From Lending Library form by pressing the View Entire Record button.  

Move the Bibliographic Information 

Move the information from the Loan Information fields to the Article Information fields or vice 
versa. These fields are located on tabs in the Bibliographic Information section of the form.  

Change the Request Type 

Change the request type (the radio button option in the upper right corner of the form) by clicking 
either Loan or Article.  

Save Changes 

From the top menu, press Save Changes. This will update the transaction in the database and save 
your changes.  
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Return to the Check Item In From Lending Library form and Refresh the Visible Record 

Close the General Update Form. This will return you to the check in form. Re-search the item to 
bring up the new updated information and status type by clicking the search button at the top of the 
screen again and selecting the correct record. Once this is done, you may continue the normal 
check-in process.  

Specify Lending Institution 

If the item you are checking in is an OCLC request, the ILLiad Connection Manager will likely 
have already selected the correct lender from the symbols in the lending string based on the 
downloaded shipped status in the OCLC record. If the item was requested using other means, select 
the Lender from the Lender String by selecting the radio button next to the correct lender. Be sure 
to select the lending institution that actually provided the loaned item. This information will be 
used later in the process to generate return slips for mailing. 

If the Lender does not have an address entered in ILLiad, a Lender Address Form will open. Enter 
the Lender Name and address, and any other relevant information into the form. Then select Add 
Address. The new address will be added and the Lender Address Form will close. If the staff 
attempt to add an address that is identical to another address in the database, the client will warn 
them and ask if they want to add it. Staff can override the warning and add the address but the 
default for this selection is "No". 

Enter Due Date and # of Pieces 

If the requested item is a loan, enter the Due Date and the number of pieces. For OCLC requests, 
the may already be supplied and inserted into the request by the Connection Manager if the lending 
institution included it in the OCLC transaction. Articles will not need this information specified. 

If there are any further special instructions (such as method of return or damaged) that you would 
like to appear on the printed label, enter the information in the Notes/Special Ins. field. 

Print Receives 

Once your batch of books has been checked in, go to the Receives menu and select Print Receives. 
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Word will open with templates. Select Yes for each dialog box.Two templates will open in Word. 
The one with boxes can be closed, leaving the template for book slips. Choose the Mailings menu 
and select Edit Recipient List. Sort the database file by Transaction2 Date. 

 

Click on the “Merge to New Documents” icon located in the middle of the menu bar at the top of 
your screen.  If you are not sure if you have the right icon, hold your mouse arrow over the icon.  A 
small bubble telling you what you are pointing to will appear.  You are looking for the “Merge to 
New Document” Icon. 

When the document has merged, click on the print icon.  

Close both windows.  DO NOT SAVE ANYTHING. 

Book slips are printed on colored paper. Labels are printed on adhesive 3 1/3” x 4” labels. The 
book slips are placed inside the pages of the item so that the name and due date are showing. 
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Widener Library book straps are folded tightly around the front cover of the book and fixed with 
Scotch tape, taking care not to attach any adhesive to the item itself. 

Contact Customers 

Once items are shelved behind the Circulation desk, go to the Receives menu and select Contact 
Customers. A screen will pop up with a grid list of the items that have been checked in. Select Start 
Automatic E-Mail and a default email will be automatically sent to each patron with relevant 
information. 

 

Check out Materials to Patron 

From the Main Menu, select Check Items out to Customer from the Check Out/In Menu. The 
Check Items Out to Customer Screen will be displayed. If you have a barcode scanner attached to 
the workstation, scan the bar code at the top of the check out slip or on the loan label of the ILLiad 
Transaction Number. If you don't have a scanner, you can simply type in the ILLiad Transaction 
Number and click the Check Out button. The Check Out and Again button is useful if you have 
several items to check out at once. Using this button, when the first item is checked out, the form 
will continue to display, allowing you to check out other transactions as well. Regardless of which 
button you use to check the item out, the item is checked out to the requesting customer. Due Dates 
are already printed on the Loan Labels that are attached to the items. 

Checking in Non-Returnable Items (Articles) 
Please Note: If you are checking in paper articles, use the same procedure as for loans. 

ILLiad can import documents from both Odyssey and Ariel transmissions. 

Odyssey  

As all Odyssey functions are built into ILLiad, all Odyssey processing is handled through the 
ILLiad Client, without any special effort in processing. 
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With version 7.1 of the ILLiad Client, OCLC ILLiad now includes the ability to electronically send 
and receive articles to/from the Odyssey stand-alone client as well as from other ILLiad servers. 
For institutions not already using ILLiad, the Odyssey stand-alone client is available for free from 
the Atlas Systems, Inc. Website at: http://www.atlas-sys.com/Odyssey.html 

Ariel  

If the sending library puts the ILL number in the Ariel Document ID field, it will automatically be 
searched in ILLiad and checked in during Electronic Delivery processing. 

Use of Odyssey and Ariel electronic articles are NOT mutually exclusive. The system is designed 
to process EITHER or BOTH types of electronic documents. When an institution elects to process 
both Ariel and Odyssey electronic documents, processing of the different electronic delivery 
document types is performed simultaneously, with no apparent difference to the ILL staff doing the 
processing. 

Regardless of the source software, all of the review of electronic documents and conversions to 
PDF for web-posting take place inside ILLiad, eliminating the need to switch back and forth 
between Ariel, Adobe Acrobat, and the ILLiad Client. 

Electronic Delivery Processing 

To get to the Electronic Delivery Screen in the ILLiad Client, select the menu option on the 
Receives menu called Electronic Delivery Processing. The Electronic Delivery Processing screen 
will appear. The screen is broken down into 3 main areas. 

The left side of the form is where the Electronic Delivery articles move through the various 
Electronic Delivery processing queues once they are imported. These Electronic Delivery 
Processing Queues are as follows: 

• No ILL Number Match 

• No ARIEL Lender Match 

• Review 

• Print 

The system will automatically attempt to match imported articles to ILL numbers, and Ariel IP 
addresses, and will move the articles as far as possible down the queue list as appropriate. 

The Process Electronic Delivery Files button imports Ariel requests (from the specified Ariel 
directory) as well as Odyssey requests (from the ILLiad server). Once Electronic articles are 
imported into the ILLIad Client for processing, the process is the same regardless of the origin of 
the electronic articles. The only real difference is that Odyssey articles contain more information 
about ILLiad transactions, so the system can perform some of the processing for you automatically.  

Once you have imported Electronic Delivery items into the ILLiad Client, you must first process 
all articles already in the Electronic Delivery queues on that client before importing any more 
electronic articles. 
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2.2.5 Other Borrowing Activities 
Topics in this section: 

Clearing Customers 
Renewal Requests 
Returns 

Clearing Customers 
Patrons use ILLiad to place their requests as well, however they see a web interface instead of the 
client. When a patron logs into ILLiad using their PIN for the first time, they submit a registration 
form. Once a patron has submitted this form, the icon shown to the left appears on the left hand 
side of the client, immediately below the OCLC icon. By clicking on this icon, or going to Clear 
New Customers under the Pre Processing menu, we can see all new registration requests submitted, 
and the icon will continue to appear on the left of the main screen until all registration requests 
have been cleared, disavowed, or merged.  

 

 

The box above will show a list of patrons alphabetically by last name, and the name and username  
provided by the patron’s new registration will be included in that list. If more than one entry in the 
list represents the same patron, the old and new record should be merged. Confirm that the first and 
last name and ID number match, and assume that the new registration includes information that is 
more current and correct.  In the list on the right, right click on the new registration entry and select 
“Send to New”, then right click on the old matching entry and select “Send to Old”. Next click on 
the “Show Disavow/Merge” button and a new window will appear showing you the new and old 
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information that you are merging. Confirm that this is correct, with the new and old registration in 
the correct place, and select Disavow/Merge. 

If no other entries match that patron, click Clear Customer. Recent changes in patron authentication 
no longer require us to check registration information against ALEPH or other external privileges 
databases. 

Renewal Requests 

Customer-initiated Renewal Requests 

Customer Initiated Renewals do not require any staff intervention to submit. The Request Renewal 
button is located on the Checked Out Item Detailed Information web page, which is accessible 
from the customer’s personalized Main Menu page by using the View/Renew Checked Out Items 
button. If the item is allowed by the system, and the restrictions placed upon it by the lending 
institution, to be renewed, the renewal request will be successful and the item will appear in the 
ILLiad Client at the appropriate status. 

Staff-initiated Renewal Requests 

ILL Staff Initiated Renewals are requested through the ILLiad Client by the ILL staff, usually at 
the request of the customer. This is done from the General Update form. To do this, locate the 
transaction to be renewed and open the General Update form for that transaction. Go to the Process 
menu and select Renew Request. 

Returns 

Check in Materials from Patron 

From the Main Menu, select Check Items In from Customer from the Check Out/In Menu. The 
Check Items In from Customer screen will be displayed. If you have a scanner attached, scan the 
bar code on the upper left corner of the loan label. This will scan the Transaction Number. Without 
a scanner, type in the Transaction Number and hit the Search Button. If there is no loan label, the 
record can be search using ILL Number, Article Title, Article Author, Loan Title, or Loan Author. 
Verify that a valid address is in the Return Address Information field at the bottom center of the 
window. You have the option of checking the item in using the Check Item In button or marking it 
as in transit using the Mark Item as In Transit button. 

Print Return Slips and Labels 

Once your batch of books has been checked in, go to the Returns menu and select Print Return 
Labels. 

Word will open with templates. Select Yes for each dialog box.Two templates will open in Word. 
The one with boxes can be closed, leaving the template for book slips. Choose the Mailings menu 
and select Edit Recipient List. Sort the database file by Transaction2 Date. 
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Click on the “Merge to New Documents” icon located in the middle of the menu bar at the top of 
your screen.  If you are not sure if you have the right icon, hold your mouse arrow over the icon.  A 
small bubble telling you what you are pointing to will appear.  You are looking for the “Merge to 
New Document” Icon. 

When the document has merged, click on the print icon.  

Close both windows.  DO NOT SAVE ANYTHING. 

2.3 Borrowing Best Practices 
Topics in this section: 

Introduction 
Variations in the “First Pass” OCLC Request 
Appendix Borrowing Workflow Chart 

2.3.1 Introduction 
By now you should be familiar with the organization and functional capabilities of the ILLiad 
Borrowing module.  ILLiad and its built-in OCLC interface represents an impressive degree of 
automation that’s designed to make your life as an ILL borrower much easier.  As we hope to take 
advantage of as many time- and cost-saving opportunities as possible, however, it becomes clear 
that always deferring to the judgment of an automatic system or a rigid procedure is inadvisable.  
Successful ILL Borrowing entails a concerted effort to fulfill the primary objective (i.e. to 
accurately get the materials the patron needs) while just as effectively serving other goals (i.e. 
quick turnaround, minimal expense, positive lender relations) that might seem only ancillary by 
virtue of the process design.  In reality, it is not uncommon to discover seemingly insignificant 
borrowing decisions that have conspicuous implications for some other part of the process, whether 
it be payment, end processing, or even your patron’s ability to utilize the material.  For this reason, 
ILL Borrowing, despite our technological aids, remains as much an art as it is a science.   

The following information is intended to give you a feel for the more subtle judgment calls that 
come to bear on a typical borrowing request.  These guidelines endeavor to facilitate an optimal 
balance between all the factors affecting an ILL Borrowing request.  That said, however, always 
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keep in mind that your own rational judgment remains the single best tool a borrower can bring to 
the process.  The willingness to adapt or amend a “rule”, or even to declare an exception for 
carefully considered critical reasons is always to be encouraged. 

It should also be emphasized that the following guidelines, despite the detail and subtlety they aim 
to convey, should not be allowed to intimidate borrowers from engaging fully with the process.  
Knowing that so much can go wrong with a request should not deter one from making a decision.  
There is nothing that can go wrong that isn’t fixable, and, in the long run, it can serve as valuable 
feedback, the guidance from which you’re much more likely to remember than the seemingly 
arbitrary admonitions of a written guideline.  Perhaps the second most effective tool a borrower can 
wield is the simple willingness to make an informed decision, especially when the options appear 
to be evenly matched. 

2.3.2 Variations in the “First Pass” OCLC Request 
Topics in this section: 

Harvard Records Searching 
Preferred Lenders/Special Processing Lenders: :  DLC, NYP, CRL, MIT 
Lenders that should NOT be in the first-pass 
Lenders that should be among our first options 

Harvard Records Searching 
The gold standard in ILL request processing is the request that never gets submitted to a potential 
lender!  The holdings of the Harvard Library system are, of course, world-class.  With collections 
of such volume and scope and a cataloging system of such subtlety, it is not uncommon to find 
some of our most proficient patrons unaware of the availability of a particular item within the 
Harvard system.  It is, however, in the best interest of everyone involved to identify these items, 
especially if owned by HUL, and offer clear instructions to the patron on how to locate it.  So, stay 
alert to this possibility.  While actually engaged in the search process it is very easy to forget the 
importance of the HOLLIS search.  As you gain proficiency in routine OCLC requests, a 
sometimes rapid-fire automaticity can take over, making it easy to ignore or shortcut this step.  Yet, 
it cannot be emphasized enough that careful, proficient HOLLIS searches will noticeably save the 
ILL unit staff-time and expense and provide your patrons with the most convenient and expedient 
access to research materials.  

In the majority of cases one of the four main title searches (of course, deleting all leading articles) 
in the HOLLIS catalog will suffice.  This includes “Title beginning with” or “Title Keywords” 
search types under the Full Catalog tab for monographic titles, or “Journal title beginning with” 
and “Journal Title Keywords” under the Journal Titles tab for periodical listings.  However, you 
may wish to consider an alternate search if you have good reason to believe the material in question 
might be owned by Harvard.  Author search types can be useful for confirming a result, but are not 
recommended for the primary search.  ISBN/ISSN and other numerically specific indexes can save 
time, but should not be considered a conclusive result.  Refer to the following website for 
additional search tips and general HOLLIS instruction 
(http://lib.harvard.edu/catalogs/finding_materials.html)  Take into account that variations such as 
alternate titles, alternate spellings, translations and transliterations, and mismatches due to 
punctuation, diacritics and special symbols can all contribute to a persistently elusive search.  
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Rather than spending too much time exploring these variations, however, there are alternate search 
types that powerfully complement the title search. 

By far the most successful alternate search type is the “Series” search type under the Full Catalog 
tab.  If you locate a monographic record in HOLLIS that does not show HUL availability but 
includes series information, it is prudent to copy the series title and run a series search for it.  As a 
consequence of the multiple-school modularity of the Harvard system, it is quite common to find 
multiple records (possibly in different formats or with slight title variations) that are not linked 
except through a series title heading.  This series title record can have more complete holdings 
information than a given monographic record.   

Consider the following example:  a Widener patron has requested an item that appears from a 
simple title search to be available only at Dumbarton Oaks.  A similar title search by a staff 
member seems to confirm this finding, showing an item listing for Dumbarton Oaks only under the 
“Availability” link.  However, the HOLLIS record also provides a series title.  The subsequent 
series search yields a series title record that includes the Dumbarton Oaks copy AS WELL AS a 
Widener copy under the “Availability” link that we hadn’t seen before.  So, rather than submit the 
request to Dumbarton Oaks, we can cancel this request and direct the patron to the Widener copy.   
This can happen due to the fact that the monographic record that we initially encountered was most 
likely catalogued at Dumbarton Oaks and intended for the Dumbarton Oaks material.  This does 
not preclude the possibility, however, that a separate record exists (or should exist) for another 
copy that’s at Widener, hence the need for an additional search.   

Another equally common possibility occurs when you’ve carefully searched the HOLLIS holdings 
to your satisfaction without a match, but find during your subsequent OCLC search a series title 
listing (under the 4XX MARC fields), or perhaps an offprint or alternate title listing (under a 7XX 
or 8XX field).  If this information was not previously encountered during your HOLLIS search, it 
is recommended that you copy this information and search again under the appropriate HOLLIS 
search fields.  Sometimes the ILLiad/OCLC system interface will actually save you the trouble by 
indicating “Holdings in HLS” (or the symbol of your home location) in red in the upper part of the 
Record Detail window.  This is typically a very good indication that you should attempt a more 
thorough search of HOLLIS, but with the understanding that OCLC’s information on Harvard’s 
holdings could be inaccurate (particularly with respect to materials that have been removed from 
the collection, or have gone missing or lost).  OCLC listings can also be insensitive to volume/issue 
ranges, in the case of periodicals. 

Preferred Lenders/Special Processing Lenders:  DLC, NYP, CRL, MIT 
As indicated in the Borrowing Basics chapter, there are several lenders that warrant special 
treatment if encountered during the course of a first-pass OCLC-based request.  In general, each 
belongs to one of two groups:  a.) those that should NOT be included in a first-pass lending string, 
and b.) those that should be our very first option, before any other OCLC-participating institution.  
For each of these lenders, slight variations make their request procedures relatively unique.  

Lenders that should NOT be in the first-pass 
The Library of Congress (DLC) and the New York Public Library (NYP) consider themselves 
institutions of last resort.  That said, however, their symbols consistently appear as suppliers under 
the OCLC general and custom holdings.  These symbols should be avoided when constructing a 
lending string, or deleted manually when selected by the automatic lending string feature 
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associated with custom holdings.  Fill in the open lender spot with any remaining potential lender, 
if available.   

Only after all other OCLC options have been exhausted, it is possible to submit to DLC and NYP 
via OCLC.  Any such request is likely to be ignored unless submitted in the following format.  The 
lending symbol should fill a complete lending string (entered 5 times) with no other lenders.  On 
the Workform tab, before submitting, the “Need by” date should be changed to at least +40 days 
(+45 is appropriate if the patron has not indicated an urgent need).  The call number should be 
copied from the institution’s home catalog and pasted into any of the main fields that happen to be 
empty (e.g, in the Article Title or Edition field); include the system number if available as well 
(e.g. LC control number).  In the Borrowing notes field, type the following: “DLC is last resort.  
Seeking loan for in library use only.  Thank you.”  Finally, the workform can be submitted like any 
other OCLC request, by clicking “Send request”.  Note that this format can be used for NYP 
requests, but is still unlikely to secure the loan of any material with the exception of microfilm 
reels from the research collections on a case-by-case basis.  All other NYP material is, in essence, 
unobtainable through loan.  Materials that can be scanned, digitized, or photocopied (within the 
allowance of expense and copyright provisions) can be obtained through the NYPL Express 
service.  See non-OCLC/ALA best practices for submission procedures.  

Lenders that should be among our first options 
MIT 
CRL 
Other preferred institutions 

MIT  

(OCLC symbol MYG), if it appears as an option in the holdings listing, should be placed first in 
the lending string.  Typically, Harvard’s ILL custom holdings for Loan or Copy will automatically 
reflect this preference.  This allows us to utilize a reciprocal borrowing agreement currently in 
effect between Harvard and MIT.  Under this agreement, neither institution will charge the other 
for ILL loans or photocopies.  The one notable exception to this agreement involves requests for 
MIT dissertations or theses that have not been previously digitized.  It is not possible to identify 
this material before submitting the request to MIT, so it is submitted like any other request.  MIT 
later identifies the request as one requiring the additional processing expense and returns a 
conditional requesting our approval for the cost and our selection of format (the options are 
typically a PDF file to be delivered in 2-3 days, or a paper copy to be supplied in 2-3 weeks; this is 
decided on a case-by-case basis, but we usually select the PDF format, a win-win option at half the 
cost and approximately 1/10 the turnaround time).   

NOTE:  One final caveat to keep in mind when submitting to MIT:  despite our reciprocal 
agreement, MIT at present will not approve renewals for book loans (that includes the one renewal 
universally considered the norm for ILL transactions).  For this reason, as borrowing intuition and 
familiarity with one’s patrons becomes more refined, it can be useful to forego this “MIT first” rule 
if you can reasonably anticipate that your patron may need the loan for more than the standard 4 
weeks.  Carefully planned with a highly selective choice of replacement lenders, this tactic can 
save money, time and later confusion.  Nevertheless, it should be considered a rare exception. 
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CRL 

(See www.crl.org ) or the Center for Research Libraries (Chicago, IL) represents one of our most 
positive ILL relationships and HCL’s most advantageous investment from the ILL perspective.  
CRL is a consortium and repository of extensive and rare collections, much of which is unavailable 
anywhere else in North America and Europe.  One very large annual membership fee ensures 
essentially unlimited access to the holdings as needed, at no extra cost per item.  For this reason, 
CRL is considered a preferred lender, so much so, in fact, that CRL holdings also appear in the 
HOLLIS catalog along with Harvard’s holdings.  The only way Harvard affiliates can obtain these 
materials, however, is through an ILL request.   

Requests should be submitted like any standard OCLC request but by entering the CRL symbol 
one, two, or three times depending on the urgency of your patron’s needs, the perceived difficulty 
of the request (i.e. does it require a very large number of scans, etc.?), and the recent volume of 
requests submitted to CRL.  (Keep in mind that the number, x, of symbol entries gives the lender 
4x days to fill the request.)  The string should be sent without any other potential lender; in fact, 
it is nearly always a good idea to send CRL requests in isolation (that is, even if other lender 
options exist in OCLC, take note of these other lenders and submit a separate string later if CRL 
does not fill the request).  Working with separate lending strings might seem counterintuitive or 
less efficient, but it prevents double-fills and unnecessary additional expense.  Experience has 
shown that CRL, while capable of working within the parameters of the OCLC lending paradigm, 
is comfortable operating on their own time table, especially with high-volume borrowers like HLS.  
They can fill beyond the four day limit but still within a reasonable time; the OCLC system, 
however, does not recognize the preference we have for this arrangement and will advance the 
request to any other listed lender in the string.  In this way, if CRL is listed with other lenders, ILL 
can end up paying for a second copy of an item that we were simultaneously able to obtain at no 
cost.   

In some cases, CRL will advise that they can supply an item but only by recalling it form another 
borrower, or after replacing fragile or damaged material.  If your patron’s needs allow and if the 
material shows little or no availability elsewhere, it is reasonable to request CRL to proceed along 
this course.  Because a slightly greater than normal delivery time is expected in such cases, instead 
of setting the item status to “Request Sent”, we change the status to “Awaiting Delivery from 
CRL”.  This measure also prevents second lending strings and double-fills.   

CRL has recently initiated a standing policy to deliver digital scans of loans if the document 
contains 50 or fewer pages.  This and other CRL policies are detailed here: 
http://www.crl.edu/content.asp?l1=1&l2=10&l3=14&l4=4 .  Some pre-existing digitizations are 
maintained on CRL archival websites, the URLs for which are often documented in the OCLC 
bibliographic records corresponding to CRL holdings.  In fact, it is extremely useful to keep this in 
mind during OCLC searches for CRL material, as certain 7XX or 8XX fields may contain the 
complete URL, which is already openly accessible without submitting the request to CRL.  If such 
a URL is found it should be forwarded to our patron using the Electronic Delivery email template 
in ILLiad, as though it had been received from a lender.  Be sure to select “No Change in Status” in 
the pull-down menu at the upper right corner of the email template box before sending.  Thereafter, 
the request should be cancelled in ILLiad without sending notice to the patron of cancellation (by 
clicking to remove the checkmark in the “Send email to patron” box) and selecting “Available 
Online” as reason for cancellation.  Selection of this particular reason is important as it will not 
count against our fill rates in the borrowing statistics. 
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One final note concerning OCLC searches for CRL material:  if there are multiple OCLC records 
for a given item, it is very common to find CRL’s holdings listed under a record with few and often 
the fewest lender listings.  This is contrary to what one might expect, based on the statistical 
chances of finding a particular lender of wide renown.  CRL, no doubt, is strongly compelled to 
author and export their own bibliographic records to OCLC in order to reflect their unique holdings 
ranges and to document their extensive digitization initiatives as mentioned above.  For this reason, 
they are often the only lender associated with a particular OCLC record, a trend that very much 
goes against your first impulse as a borrower to examine the largest holdings lists.  So, bear in 
mind that one should fight this impulse when searching CRL holdings. 

Other preferred institutions 

While there are few hard and fast rules for selecting lenders in the construction of the lending string 
(with, of course, the exception of the special lenders listed above), you will often find that effective 
borrowing, especially in terms of rapid turnaround and minimum hassle in obtaining material from 
other institutions, can involve creative reshaping of the lending string.  The string automatically 
generated by custom holdings is often a very good string; it can be retained as is, sent to the 
workform and submitted very rapidly with correspondingly rapid delivery results.  On other 
occasions, it might be worth the brief effort to change the string according to your own experience 
with the services of the available lenders.  This information is obviously intuited over a period of 
extensive borrowing experience; so, it is a good idea to stay in touch with the receiving end of the 
process to observe the outcome of your request efforts.  Keep in mind that this information is in 
constant flux as ILL departments change policies, procedures, staff and budget priorities. 

Ideally, the custom holdings settings should be updated to integrate this selectivity information into 
your ILLiad/OCLC searches.  If your custom holdings have been recently updated to reflect your 
most current impressions of lender quality, then you are freer to rely on the automatically compiled 
lending string.  For example, HLS customer holdings are relatively effective, but due for an update.  
In the current configuration, lenders are grouped into tiers of preference based on proximity 
(because we presume these institutions will deliver more quickly), expense, and preferred payment 
and delivery methods.  So, a common set of lender tiers in descending order would be: CRLMIT 
(free preferred lenders)>>MAIFM (Massachusetts lenders that accept IFM 
payment)>>CHESTIFM (inexpensive, proximal east cost institutions that accept 
IFM)>>NEFREELN (New England, free loan; otherwise somewhat restrictive, shipping charges 
apply)>>CHIFMEST (inexpensive, less proximal east coast institutions that accept 
IFM)>>IFMEAST>>IFMCENT>>IFMSOUTH (more expensive, IFM accepting institutions in the 
eastern, central and southern U.S.), etc.  Again, this configuration is likely to be revised in the near 
future. 

Whether selecting lenders through your custom holdings or through personal experience and 
intuition, it is best to keep your process informed by the long-term borrowing statistics for your 
unit.  Checking your top lenders over various periods can lead to time- and cost-saving revisions in 
your single-request borrowing strategies  
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Appendix Borrowing Workflow Chart 
A full size version of this workflow is available.  
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Chapter 3: Lending 
Topics in this section: 

Getting Started 
Lending 101 
Appendix- Lending Workflow Chart 

3.1 Getting Started 
Topics in this section: 

Macro Express 
MyMorph 
Odyssey Helper 
Email Routing- General Overview 
Routing- General Overview 
Word Templates 

3.1.1 Macro Express  

Macro software that allows you to record and script a series of keystrokes, mouse clicks and/or 
tabs, open programs, etc., to make repetitive tasks only a few shortcut keys.  This can be used with 
any ILLiad module, and it does not interfere with the CopyTitleToClipboard. 

Benefit: Significantly reduce the keying repetitive tasks, such as typing out common library 
locations, while searching for LC# in the Lending process.  

How to: 

Step 1: Make a list of all the repetitive tasks that require keying in the same data, and tasks that 
require a series of tabs and data entry.  For example, typing “Print Online Journal” on the call# 
field. 

Step 2: Create simple text-entry Macros for each repetitive data entry task. 

3.1.2 MyMorph  
MyMorph, free electronic document conversion software distributed by the National Library of 
Medicine: http://docmorph.nlm.nih.gov/docmorph/mymorph.htm is very useful for batch 
conversion of PDF files into TIF files, necessary because Ariel (ver. 3) and Odyssey can only 
import TIF files.   

Benefit: Reduce the number of steps and work of making better use of your electronic collections.  
Eliminate printing and scanning of printed articles from electronic resources. 
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How to:  
 
Note: Save all your PDF files 
to a folder – remember to use 
the TN#.pdf style. 
 
Open MyMorph program, 
click on Add File 
 
Select files or “All Files” to 
convert PDFs.  Click on Open 

 
Select TIFF File  
 
Click Start - TIFF files will 
appear in the second window, 
ready for importing into 
OdysseyHelper or Ariel. 

 
Note: Always check license terms for ILL permissions before downloading PDF’s from licensed 
resources. 

3.1.3 Odyssey Helper  
Odyssey Helper is an ILLiad module that batch processes scanned articles for document delivery 
and lending.  By sending all your scanned articles in a network folder, you can batch the uploading 
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and updating process for all your document delivery and lending.  This works very well in 
conjunction with networked copiers and MyMorph. 

Odyssey Helper is only available with the upgrade to ILLiad 7.3, and documentation for 
implementing 7.3 is available at: http://www.atlas-sys.com/ILLiad73Update/index.html . 

Benefit: Reduce the work of handling. 

How to: 

Before you start: :  
 
If you network the folder where the 
Odyssey Helper is looking for the 
TIF files, add that location to the 
Customization Manager key values:  
OdysseyHelperImagesPathLending 
and 
OdysseyHelperImagesPathDocDel 
 
Logon to ILLiad’s Customization 
Manager, select Odyssey – then 
Defaults. 

Step 1 
Click on Odyssey Helper and logon 
using your ILLiad client username 
and password. 

 
Step 2 
Click on Send – Odyssey Helper 
updates the articles as they are sent. 
Click on OK for the Sending 
Complete popup that appears. 
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Related:  

Odyssey Helper: http://www.atlas-
sys.com/documentation/illiad/webhelp/ILLiad_User_Guide/Lending/Odyssey_Helper/odyssey_hel
per.htm  

Odyssey in General: http://www.atlas-
sys.com/documentation/illiad/content/OCLCILLiadLendingGuide.pdf  

3.1.4 Email Routing- General Overview 
Email Routings makes ILLiad send a customized email that powerfully streamlines many of the 
resource sharing processes.  An Email Routing uses a customizable email text file that merges 
ILLiad data to send an email.   

Benefit: Automate the sending of emails for ILL processes, turn processes that take minutes of 
rekeying into seconds, and have ILLiad automatically change the status of the request and record 
the email so you can later see the email history using the Show Email feature. 

How to: Basics 

Step 1: Logon to the Customization Manager: select System, then Email, and EmailRouting table. 

Step 2: Click on New Record to create an EmailRouting. Note: Restart the ILLiad client to see any 
new configurations. 

Details: 
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More information about Email 
Routings:  

 
OCLC ILLiad System Routing 
– Quick Course (Atlas Webinar: 
https://www.atlas-
sys.com/training/ ) 
 
Winter 2006 Newsletter - At 
Your Service - Basics of 
Routing Rules 
 
Spring 2006 Newsletter – At 
Your Service – Basics of 
Routing Rules II 
 
Summer 2006 Newsletter – 
At Your Service – The (NOT 
Necessarily) Basics of Routing 
Rules III 
 
OCLC ILLiad Reference 
Guide – Ch. 11 Table Fields in 
particular. 

Basic settings for an Email Routing: 

Other Email Routing for Lending 

In order to use these, please remember to edit the emails and subject line to your needs, email 
addresses, etc. 

Email Routing Name, 
Description 

Customization Manager Settings 
 

Record Error 
 
To send an email 
cataloging that you 
discovered an error with 
either the OCLC 
holdings data, missing 
holdings elements, 
catalog errors, etc.  
 
We use a listserv to send 
this email to multiple 
people.  
 
File: recorderror.txt 
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Ask Serials 
 
Easily ask a librarian for 
approval to lend a bound 
journal or other non-
circulating material. 
 
File: serialsrequest.txt 

 
PDF Delivery 
 
If you load a PDF file on 
your ILLiad server or 
another FTP site, you 
can quickly send an 
email to the borrowing 
library with direct link to 
the article.  Remember to 
update shipped before 
executing this Email 
routing – the status 
automatically goes to 
Request Finished.  This 
is an effective way to 
deliver color or large 
PDF files, or eliminate 
long-distance Faxing. 
 
File: PDFDelivery.txt   

 

 
 

Email Routing Name, 
Description 

Customization Manager Settings 
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Recall 
 
Quickly send a recall 
email notice for a 
particular request. 
File: lendingrecall.txt 

 
Overdues 
 
Quickly send an overdue 
email notice for a 
particular request.   
File: lendingoverdue1.txt 

 

3.1.5 Routing- General Overview 
ILLiad Routing makes ILLiad change the transaction status of a request or process type (Lending, 
Borrowing, Doc Del) automatically, based on the MatchString values.     

Benefit: Automatically change the status of a request, for example, if you don’t care to go through 
the process of printing shipping labels, you can use routing to skip the step automatically. 
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How to: 

 

Step 1 
 
Logon to the 
Customization Manager: 
select System, then 
Routing, and Routing. 
 
Step 2 
 
Click New Record to 
create a Routing.  Create 
the parameters. 
 
Step 3 
 
Save 

 

Routing Examples 

Routing Name, Description Customization Manager Settings 
Awaiting Shipping Label Printing 
 
ARTICLES 
 
Skip printing shipping labels with 
article lending; this routing routes the 
request directly to Request Finished.   
 
Eliminate the process if you 
incorporate shipping labels in your 
lendingarticleslips(labels); use mailing 
services that automate printing 
shipping labels; or use batch printed 
ones for courier/LAND. 
 
Note: You can make a similar Routing 
for Awaiting Secondary Shipping 
Label Printing. 

 

 

Routing Name, Description Customization Manager Settings 
Awaiting Shipping Label Printing 
 
LOANS 
 
Skip printing shipping labels with 
article lending; this routing routes the 
request directly to Request Finished.   
 
Eliminate the process if you 
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incorporate shipping labels in your 
lendingarticleslips(labels); use mailing 
services that automate printing 
shipping labels; or use batch printed 
ones for courier/LAND. 
 
Note: You can make a similar Routing 
for Awaiting Secondary Shipping 
Label Printing. 

 
SCAN AND DELIVER Project 
Libraries 
 
This uses the groupnumber from our 
Lender Addresses group to custom 
route requests from SCAN AND 
DELIVER Project libraries into a 
specific queue. 
 
LenderTable 
 
Alternatively, you can use ILLiad’s 
customization manager’s Lending – 
Import Queue to do a similar routing 
using their LenderTable, details: 
 
http://www.atlas-
sys.com/documentation/illiad/webhelp/
ILLiad_Admin_Guide/Implementation
/Actions_Upon_Lending_Import/actio
ns_upon_lending_import.htm  

 

3.1.6 Word Templates 
ILLiad uses a series of customizable word documents as templates (usually located in the Print 
folder on the ILLiad server) that create receiving, paging, and shipping labels using merged ILLiad 
data (produced from the ILLiad client during print transactions and saved as dbf (database files) in 
C:\ILLiad\Print )  

One of the most powerful ways to streamline the ILL workflow is to reduce extra steps, and make 
each step count – customizing ILLiad’s word templates can help a lot.   
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LendingLoanLabels 
 

 

LendingArticleSlips 

 
 

Make sure your slips print in the order you want (TransactionDate) for instance: http://www.atlas-
sys.com/documentation/illiad/webhelp/ILLiad_Admin_Guide/Implementation/Customizing_Printer_Templates/sorting
_records_-_changing_the_print_order.htm  

Related: http://www.atlas-
sys.com/documentation/illiad/webhelp/ILLiad_Admin_Guide/Implementation/Customizing_Printe
r_Templates/word_merge_fields.htm  
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3.2 Lending 101 
Topics in this section: 

Introduction to the Lending Module 
Processing New Lending Requests 
Renewal Request Processing 
Conditional Request Processing 
Updating Requests 
Searching for a Request 
Searching/Adding/Editing Addresses 

3.2.1 Introduction to the Lending Module 
Open your browser and bring the Hollis catalog up on the screen.  Minimize.  

Open Illiad Client by double clicking on the Illiad icon. 

The login window should pop-up.  Sign in. 

A main menu screen will appear.  It will be set to the main menu most recently used.  If it is not the 
screen that you want, pull down the “File” menu to select lending. 

Topics in this section: 

Guide to the Main Menu 
Queues 
Refreshing 
Menu Options on the Lending Menu Screen 
What’s On the Form 
Menu Options 

Guide to the Main Menu 
The main menu is sorted into queues tracking current lending requests in various stages of 
processing. Current Lending requests include materials loaned to other libraries that have not yet 
been returned. 
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Queues 
Requests are sorted into batches, or queues.  The design of the menu screen is similar to the OCLC 
message file.  Queues only show up on the menu if they have requests in them.  In other words, if 
there are no current lending requests, then that queue will not appear.  Queues are sorted in 
alphabetical order. 

Awaiting Lending Request Processing is where new incoming requests from OCLC, the web 
form, and newly entered ALA forms go. Downloads from OCLC occur every 10 minutes 
throughout the day.  Web requests appear as soon as they are entered. Incoming requests are added 
every time an update happens. 

Conditional pending requests go to the Awaiting Conditional Request Processing queue.  This 
queue does not appear above because there are no Conditional Pending Requests. 

Renewal Requests go to the Awaiting Renewal Request Processing queue.  This queue also does 
not appear because there are no current Renewal Requests. 

The Awaiting Return From… queues have requests that we have emailed to other library 
departments.  When the materials are sent to us from these other departments, we will route the 
requests to the next step in the process. 

The Awaiting Stacks Searching queue contains requests that are ready to be printed out and 
pulled from the stacks, Lamont, or HD. 

The In Stacks Searching queue is for requests that have been printed out onto pull slips and are 
currently being chased from the stacks, HD, or Lamont. 
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The Awaiting Shipping Label Printing queue is where requests go once they have been updated 
to shipped.  Once these labels are printed, the requests either move to the “Shipped” queue, to 
await return (loans), or to the lending archives (copies). 

The Shipped queue is where loan requests go once shipping labels have been printed. This is 
where completes are updated (returns checked back in). 

Refreshing 
Every time you move items from one queue to another, you need to refresh by clicking on the clock 
at the top left hand corner of the menu screen.  Once you do this, any changes that you have made 
will show up. 

Menu Options on the Lending Main Menu Screen 
There are several menu options at the top of the Lending Main Menu screen.  Some options will 
only occasionally be used.  Clicking on these options will allow you to pull down a menu and then 
select options from that menu.  Following are the menu options that you are most likely to use: 

File:  Takes you to the Lending Main Menu, the Borrowing Main Menu, or the Doc Delivery Main 
Menu. 

Requests:  Using this menu is another way to bring up a queue list.  You can also double click on 
the line in the menu. 

Receives:  Where materials are checked back in. 

Edit:  Allows you to edit a request form, or search for an older, completed request. 

Search Stacks: Allows you to print out chasing slips, shipping labels, and update requests.  

Billing: Allows you to create and print out invoices. 

Maintenance:  Allows you to change your password, edit/add library addresses. 

What’s On the Form 
Double click on any request number on the list.  This will open the request form. 

 
Revised: February 25, 2009 



Scan & Deliver Operations Manual Page 65 of 96 

 

 

There are 7 major areas on the Lending Request Form: 

General Request Information: 

Located in the upper left hand corner of the screen.  Contains the ILL number, the OCLC number, 
the Illiad Transaction number, Maxcost, Patron Name, ISSN, Lending String, Request Type, etc. 

Loan Information &Article Information 

Located in the middle of the left hand side of the screen.  Contains information about the request 
including Author, Title, Publisher, Volume, Issue, Year/Ed, Article Author/Title, etc. 

The OCLC Lending request form (Will not appear for ALA requests) 

A Small Window at the top right hand corner of the Lending Request Form displays the OCLC 
request form.   Use the scroll bar to view the entire form.  You can also double click on the OCLC 
form to view the entire form. 

Notes 

Located in the middle of the right side of the screen.  The top section is for borrower notes.  The 
bottom section is for lender notes; if you need to create a note, just double click on the blue text 
just below the borrowing notes field.  To delete the note, right click on the text that you have 
added.  
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Call Number and Location Information 

This is where you will cut and paste or type in information from the Hollis catalog that will help to 
locate the lending request.  

Borrower Information 

Located in the bottom right hand of the screen.  This contains information about the borrowing 
library.  This is where you would add information about a new library. 

Menu Options 
As in the Lending Main Menu, there are several menu options at the top of your screen. Following 
are the ones you are most likely to use: 

Cancel Request: Allows to you say “No” to a request.  Clicking on this option produces a list of 
reasons for cancellation that you can choose from. 

Conditionalize Request:  Allows you to conditional a request.  Clicking on this option produces a 
list of conditional messages to choose from. 

Email:  Allows you to route a request via email to another location. 

Leave Request in Queue:  Allows you to set the request aside and move on to another request. 

Show:  Allows you to see a full screen shot of the OCLC request form 

Process:  Allows you to renew a request. 

Finished Searching:  When you click on this, it moves the finished request to the next queue, 
“Awaiting Stacks Searching”. 

3.2.2 Processing New Lending Requests 
Topics in this section: 

Adding New Libraries 
Reviewing the Lending Request Form 
Conditionals 
Searching for Requests in HOLLIS 
Emailing Requests to other Library Departments 
Finishing the Reviewing Process 
Printing 

Adding New Libraries 
If the request that you are opening is from a library not in our database, a window will pop up 
reminding you that you need to enter library information in the “Borrower Information” section in 
the bottom right hand corner.  You can copy and paste address information from the OCLC form if 
available.  Click on the “Add New Address” button. 
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We will be using the following groups for new libraries: 

North America (Canada and Mexico), International, Non-contiguous US states and terrotories, 
Harvard, Individual. If a library does not meet one of these criteria, then there is no need to add that 
library to a group. 

*Adding a group: To add a group, you will need to go back to the main menu, select “Edit 
addresses” from the “Maintenance” menu, and look up the new address by code.  When the 
address information appears, click the box next to the appropriate group (see the “Groups” 
section in the middle of the screen) and save.  

Reviewing the Lending Request Form 
Now you’re ready to review the incoming request.  Double click on the first number on the list.  
The oldest requests will be at the top of the list, so start top down. 

Checking Max Cost 

Look in the “General Request Information” section for Max cost information. 

Checking the Address for International Loan Requests 

Look in the “Borrower Information” for address information. 

Conditionals 
If you have to conditional the request, locate “Conditionalize” at the top of the screen, and click.  
Select the conditional message that you want, or add one at the bottom.  Click on the 
“Conditionalize Request” button at the bottom. 

Searching for Requests in Hollis 
Locate the request information that you can use to search Hollis.  Look in the “Loan Information” 
or “Article Information” sections for title, author, ISSN, etc. information. 

If you do not already have Hollis open on your computer, do so now.  Start searching by 
highlighting what you want to search (author, title, issn).  Once you have highlighted the 
information, hit <control c>.  This will copy what you have highlighted. Click on the catalog 
window and go to the search field.  Hit <control v>.  This will paste in the title, author, ISSN 
information that you want to search.   

If you find the item requested in the catalog, and we can loan/copy, highlight the call number in 
Hollis, copy (control-c), and paste (control-v) into the “Call Number and Location Information” 
Box in the middle left hand side of the screen.  Copy and paste the HD barcode into the call 
number box if you have located a HD title. Add location information in the “Location” field for 
special locations in your library. 

*Type notes in for the chasing students (“copy entire”, etc.)  in the Call Number field.  Borrowing 
notes will not print out on the chasing slip.  If there are multiple volumes, note in the “Pieces” 
field. 
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Once you have all the information that you need, click on “ Finished Searching” at the top.  This 
will send your request to the “Awaiting Stacks Searching Queue”, and you will be sent back to the 
“Awaiting Lending Request Processing Queue”. You will notice that the request that you have just 
worked on has disappeared from the queue.  Click on the next request number on the list. 

*If we have to say “NO” to the request 

Locate “Cancel Request” at the top of the screen.  Select a reason for cancellation and click on the 
“Cancel Request” reason at the bottom. 

*If we have to conditional the request 

Locate “conditionalize” at the top of the screen, and click.  Select the conditional message that you 
want, or add one at the bottom.  Click on the “Conditionalize Request” at the bottom. 

Emailing Requests to other Library Departments 
Add the location and Hollis number in the Call Number field along with the call number, if any. 
For loan requests, add the Aleph ID of the borrowing library.  The request is now ready to be 
emailed. 

To send the email: 

Select the “Email” option at the top of the screen.  An email form will pop up on the screen.  
Request information will automatically appear on the form.  You may add any text or notes that 
you need to.  Click on send, and the request will automatically route to the “Awaiting Return 
From…” queue.  You will be sent back to the “Awaiting Lending Processing Queue”. 

Finishing the Reviewing Process 
If you would like to go back to the request later, click on “Leave Request in Queue”.  Be sure to 
save any changes first by clicking on “Save Changes” at the top left hand of the screen.  This will 
send you back to the “Awaiting Lending Processing Queue”, where you can click on the next 
request.   

When you are finished searching new requests, close the “Awaiting Lending Request 
Processing” Window.  You be sent back to the main menu. 

Printing 
If you are finished searching, the next step is printing chasing slips. 

Go to the Lending main menu.  If you are not already there, close the window that you are in.  This 
should take you to the main menu. 

Highlight “Awaiting Stacks Searching”. 

Pull down Search Stacks menu, located at the top of the screen. 

 
Revised: February 25, 2009 



Scan & Deliver Operations Manual Page 69 of 96 

 

Select “Print In Stacks Searching”.  In a few seconds, a Word Mail Merge document will appear 
on your screen. 

Click on the “Merge to New Documents” icon located in the middle of the menu bar at the top of 
your screen.  If you are not sure if you have the right icon, hold your mouse arrow over the icon.  A 
small bubble telling you what you are pointing to will appear.  You are looking for the “Merge to 
New Document” Icon. 

When the document has merged, click on the print icon.  

Close both windows.  DO NOT SAVE ANYTHING. 

Slips for Loans and Articles print out separately.  After you close the windows for Loan slips, 
another mail merge document will appear.  Click on the Mail Merge icon again, and print.  Don’t 
save when you close both windows. 

Sending a print job will automatically move all the requests you have just printed to the “In Stacks 
Searching Queue”.  They will remain there until they are updated. 

3.2.3 Renewal Request Processing 
If there are any Renewal Requests to be processed, they will show up in the “Awaiting Renewal 
Request Processing” queue.  Double click on this line, and a list of Renewal Requests will appear.  
Double click on each request and a Lending Request Form will appear.  Type in the new due date 
in the “Due Date” field under “Call Number and Location Information”.  Pull down the “Process” 
menu option at the top of the screen, and click on the “respond yes with ….(date)”.  The request 
will disappear from the screen and you will go back to the Renewal Request queue.  If you are 
done renewing, go back to the Main Menu.   

3.2.4 Conditional Request Processing 
Conditional Pending Requests go to the “Awaiting Conditional Request Processing” queue.  Click 
on the queue on the main menu list, and a list of Cond. Pending requests will appear.  Click on each 
number, and the same Lending Request From will appear.  Process as needed using the options 
listed above. 

3.2.5 Updating Requests 
To update requests that we have filled, highlight the “In Stacks Searching” queue.  Pull down the 
Search Stacks option in the middle of the top of the Lending Main Menu Screen.  Select “update 
stacks searching”.\ 

When you pull up the update screen, there are several fields to search by in the upper left hand 
corner.  You can search by the Illiad transaction number (TN), or by the OCLC number.  Each has 
a separate barcode, so be sure that you have put the cursor in the right box before you scan the 
barcode.   

Scan or type in the request numbers, and click the search button that is located at the bottom of the 
search field section. This will bring up the request. 
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On the lower right hand screen are various options: 

• Mark Item as Found   

• Mark Item as No 

• Mar Item as Conditional 

If you select Item found, a billing window will open.  If it is an IFM Library, IFM will appear next 
to the total amount.  For Harvard libraries, click the “Cancel” button.  Answer yes to the window 
confirming you want to do this.   

To correct a mistake, such as changing the request from “loan” to “article”, click on the “view 
entire record” button in the middle of the screen.  This will take you to the general update form, 
where you can edit the request.  Save your changes, and close the window.  You will go back to the 
update screen. 

If you wish to continue updating, the search fields will clear once you complete the billing.  If you 
are done searching, close the update window. 

Updating requests sent to other library departments. 

Requests that have been filled by other libraries (Tozzer, NEDL, etc.) need to be moved from the 
queues that they are in before they can be updated. 

Open the queue by double clicking on it. Double click on the request number that you are looking 
for.   

Pull down the “Routing” option from the menu at the top of the Lending Request screen.  Select 
“Route to In Stacks Searching”.  Now the request can be updated using the steps listed above. 

Loan requests that are updated to “filled” will now move to the items shipped queue.  The will stay 
there until are returned from the borrowing library.  Article requests move to the Lending archives. 

Updates are sent to OCLC via the connector.  The connector updates every two hours throughout 
the day and downloads every 10 minutes. 

3.2.6 Searching for a Request  
Edit is a menu option found at the top right hand corner of the Lending Main Menu screen.  Using 
Edit allows you to look up any request that has been processed, including current and completed 
requests. 

Searching in Edit.  If you select Edit, you will bring up an Edit search form.  You can search many 
different ways – by request number, transaction number, Illiad status, title, etc.  Once you locate 
the item you are looking for, click on the number you want in the search results list.  This will open 
a “General Update Form”. 
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The Menu at the top of the Edit form has several options. 

Save Changes, Cancel Request, Conditionalize Request, Route, Email are functions that appear 
both in the Lending Request Form and the General Update Form. 

Change Status: Allows you to manually change the status of the request. If you make a mistake, 
you can route the request back to “Awaiting Lending Request Processing” to start all over again, or 
Cancel or Conditional the request.   

Note: if you are updating a completed request this after a scheduled update has gone through, the 
update will not go to OCLC.  

NOTE: Do not manually update requests to Shipped.  Doing this will cause you to skip billing, and 
an invoice or IFM will not produce for the request. 

Show: Includes tracking, history, the OCLC request form, and lender information. 

Process:  Can print the slip in a different format than the chasing slips. 

Browse:  Allows you to move back and forth if you have pulled up a number of groups in your 
search. 
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Change from Article to Loan, or Vice Versa: Just click the radio button in the upper right hand 
corner of the form.  Go to “Bibliographic Information” on the right hand side of the form.  Click on 
the right tab for loan/article and paste the information in. Save. 

3.2.7 Searching/Adding/Editing Addresses 
The Maintenance option at the top of the Lending Main Menu screen allows you to add or edit 
library address information.  Clicking on this option will bring up the Address Maintenance 
Form. 

To search: Search by the symbol, library name or address.  You will bring up a list of hits that you 
can see in the window in the upper right hand corner.  Next, double click on the appropriate library.  
Make sure that you have brought up the record for the right library. 

To edit, just delete or add any information.  Be sure to “save changes” or your changes will be lost. 

To add a library, click on the “clear” button and fill in the information fields as needed.  Assign 
the library a number from the list of “Numbers for New Libraries”. 
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Appendix- Lending Workflow Chart 
A full size version of this workflow is available. 
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Chapter 4: Document Delivery 
Please note:  what follows is a generic description of the Document Delivery module adapted from 
the ILLiad documentation at Atlas Systems.  As we are able to document the specific workflow of 
the Scan and Deliver service and follow a PDF request from start to finish, this section will be 
updated with screen shots and best practices. 

Topics in this section: 

Getting Started 
Document Delivery 101 

4.1 Getting Started 
Topics in this section: 

General – Document Delivery (or Doc Del) 
Email Routing & Routing 
Word Templates 

4.1.1 General – Document Delivery (or Doc Del) 
ILLiad’s Document Delivery (Doc Del) Module is useful for distance education or paging services, 
however, it is not a fully mature module, for example, CopyTitleToClipboard is not a feature 
available in the Doc Del module.  ILLiad Version 8 promises to significantly improve the Doc Del 
workflow, however, there are several things you can do to improve the Doc Del operation. Most 
important is the service design, then it’s the use of the Odyssey Helper and the Macro Express 
macro program, and finally, customizing print files, email routing, and routings to streamline or 
customize workflow. 

Related:  

http://www.atlas-sys.com/kb/illiad/10450.html  
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4.1.2 Email Routing & Routing 
Please see Chapter 2 Borrowing toolkit for overview of Email Routing & Routing  

In order to use these, please remember to edit the emails and subject line to your needs, email 
addresses, etc. 

Email Routing 
Name, Description 

Customization Manager Settings  
 

Record Error  
 
Send reports about 
errors in OCLC 
holdings or catalog 
records to cataloging 
or other staff.  We use 
a listserv to send an 
email to multiple 
people who need the 
notification. 
 
File: recorderror.txt 
Note 
 
Useful if you want to 
email user or others 
about request or 
citation.  This email 
routing does not 
change the status of 
the request. 
 
File: Note.txt 

 
Other uses of Email Routing & Routing 
 
See Full Text @ Milne – Chapter 2 Borrowing Email Routing & Routing. 
 
Use an Email Routing to send a message to Special collections staff and to the user if items are placed on 
hold for viewing by the user at Special Collections, Reading Rooms, etc. 
 
Use an Email Routing to send an email paging slip to another branch or staff in other locations to retrieve, 
and/or deliver, scan, etc. 
 
Use Routing to automatically move Borrowing requests with DocType “Storage” into a specific queue for 
storage retrievals.  Alternatively, if you target the CitedIn web value for your library catalog name (like 
Glocat) for any OpenURL ILL requests from your catalog, an automated route can take it to the 
Document Delivery module instead of the Borrowing module. 
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Related: 

General Guidelines for Creating Routing Rules: http://www.atlas-
sys.com/documentation/illiad/webhelp/ILLiad_Admin_Guide/Implementation/System_Routing_(R
outing_Rules)/general_guidelines_for_creating_routing_rules.htm  

Routing Rules Across Modules: http://www.atlas-sys.com/documentation/illiad/  

4.1.3 Word Templates 
ILLiad uses a series of customizable word documents as templates (usually located in the Print 
folder on the ILLiad server) that create receiving, paging, and shipping labels using merged ILLiad 
data (produced from the ILLiad client during print transactions and saved as dbf (database files) in 
C:\ILLiad\Print )  

One of the most powerful ways to streamline the ILL workflow is to reduce extra steps, and make 
each step count – customizing ILLiad’s word templates can help a lot.  The toolkit’s ILL 
paperwork, located in the Print folder, was designed to look similar in all three modules; 
borrowing, doc del, and lending, to make finding relevant information and module identification 
quick and easy.  We use CITEDVOLUM for adding notes to any request. 

DocDelLoanSlips  

 
 
DocDelArticleSlips 
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Next Steps: 
 
Adapt this for variations in Mail To Address (Home, Department, Library, or other 
locations). 
With ILLiad ver. 8, we plan to investigate new options for additional fields and 
functionality.  
Make sure your slips print in the order you want (TransactionDate) for instance: 
http://www.atlas-
sys.com/documentation/illiad/webhelp/ILLiad_Admin_Guide/Implementation/Custo
mizing_Printer_Templates/sorting_records_-_changing_the_print_order.htm  

Related: http://www.atlas-
sys.com/documentation/illiad/webhelp/ILLiad_Admin_Guide/Implementation/Customizing_Printe
r_Templates/word_merge_fields.htm  

4.2 Document Delivery 101 
Document Delivery requests are submitted to the system in the same ways as Borrowing requests 
and initially display in the ILLiad Client in the Borrowing module. During processing, the 
requested items are identified as being owned by the local library system. The decision about 
whether to route to Document Delivery or Cancel the transaction as owned is often based on patron 
type, patron location, and whatever other criteria that an institution wishes to govern the Document 
Delivery process. At this point, the call number of the requested item is entered into the call 
number field, and the physical location of the item in your library/library system, if applicable, is 
entered into the Location field. Once that information is entered, the transaction is routed by the 
ILL staff to the Document Delivery module.  

Topics in this section: 

OPAC Searching 
Printing Overview 
Searching/Updating DD Requests 
Odyssey Scanning 

 
Revised: February 25, 2009 

http://www.atlas-sys.com/documentation/illiad/webhelp/ILLiad_Admin_Guide/Implementation/Customizing_Printer_Templates/sorting_records_-_changing_the_print_order.htm
http://www.atlas-sys.com/documentation/illiad/webhelp/ILLiad_Admin_Guide/Implementation/Customizing_Printer_Templates/sorting_records_-_changing_the_print_order.htm
http://www.atlas-sys.com/documentation/illiad/webhelp/ILLiad_Admin_Guide/Implementation/Customizing_Printer_Templates/sorting_records_-_changing_the_print_order.htm
http://www.atlas-sys.com/documentation/illiad/webhelp/ILLiad_Admin_Guide/Implementation/Customizing_Printer_Templates/word_merge_fields.htm
http://www.atlas-sys.com/documentation/illiad/webhelp/ILLiad_Admin_Guide/Implementation/Customizing_Printer_Templates/word_merge_fields.htm
http://www.atlas-sys.com/documentation/illiad/webhelp/ILLiad_Admin_Guide/Implementation/Customizing_Printer_Templates/word_merge_fields.htm


Scan & Deliver Operations Manual Page 78 of 96 

 

Scan and Delivery Best Practices 
Appendix- Document Delivery Workflow Chart 

4.2.1 OPAC Searching 
Please note: as requests made through the Scan and Deliver service will be made directly off the 
item record, it should not be necessary under most circumstances to search the request in HOLLIS. 

Topics in this section: 

Using the Z39.50 Search Form 
Available Search Sources 
Automatic Search Links 
Custom Searching 
Search Results 
Choosing a Records for Call Number/Location Import 
Routing Owned Items to Document Delivery 
Adding Due Dates for Loans 

Using the Z39.50 Search Form 
The OCLC ILLiad Z39.50 Search Form allows you to search your local OPAC for the requested 
items to determine availability and/or lendability depending on your Document Delivery policies. 
From the Search Requests form, click the Show menu and choose Show Z39.50 Search form from 
the dropdown or Type ALT+Z. The Z39.50 Search form will appear.  

Available Search Sources 
Use the Available Search Sources dropdown to specify the resource to be searched.  

If multiple resources have been set up, the screen will default to the resource set up in the 
Customization Manager as the default search resource.  

This would typically be your institution’s local OPAC, but could also be set to the OPACs of other 
institutions should you so wish.  

All Z39.50 search options will first need to be set up in the Customization Manager before they 
will be accessible for searching on this form.  

Automatic Search Links 
Along the left side of the OCLC ILLiad Z39.50 Search Form, in the section labeled OPAC 
Searches, are five automated Z39.50 search links. These automated searches include:  

A System Number search (OCLC or Docline Number)  

A Standard Number (ISSN/ISBN) search  

A Title search  
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An Author search  

A Keyword Search  

These searches function just like the OCLC search options in the OCLC ILLiad Interface Form. 
Just click on the desired search and the system will perform the search and display the results in the 
central window of the form. These same searches are also accessible from the Searches menu of the 
OCLC ILLiad Z39.50 Search Form.  

Custom Searching 
If the automated search options are not sufficient for your needs, you may also perform a custom 
search using the Custom Searches tab in the lower left corner of the form. Custom Z39.50 searches 
may be performed based on several fields. Multiple-field searches may be strung together logically 
using either “AND” or “OR” as operators to refine the search. Use the dropdowns to select the 
fields to be searched, and enter the values for which the system should look in the fields below the 
dropdowns. Then select the “AND” or “OR” operator, depending on which type of search you wish 
to perform, and click the Search button to perform the search.  

Search Results 
Regardless of the type of search performed, the results will display in the central window of the 
form. Location, Call Number, and Availability for the selected search result appear to the right of 
the search parameters for each copy of the item found by the search.  

Choosing a Record for Call Number/Location Import 
If you should need to do so, you may choose a specific record from the OPAC and import its call 
number and location information into ILLiad. Chose the desired record by clicking on it in the top 
window of the form. Holdings information for the selected record will appear in the Holdings tab 
display in the bottom right window of the form. If multiple copies exist for the same record, the 
Holdings tab will display multiple entries. Select the desired one by clicking on it. Selecting a 
record will select the Call Number and Location information from the record for import into the 
Search Requests form.  

Call Number and Location information importing is automatic. It takes place at the point where the 
desired record is selected in the OCLC ILLiad Z39.50 Search Form. Whether you select a single 
record from the top window of the form, or a single copy of a multiple copy record from the 
bottom right corner of the form, the call number and location information is copied to the request 
form at that point. Thus when this form is closed and you are returned to the Document Delivery 
Request Form, the Call Number and Location information will already appear in the appropriate 
fields of the form.  

There is now a menu option to turn on or off the copying and pasting of call number and location 
information by single-clicking. If this option is turned on, it requires a double-click to copy the call 
number and location information.  
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Routing Owned Items to Document Delivery 
The next step in the process is to route the items owned locally to the Document Delivery module. 
This is done by choosing To Document Delivery Processing from the Route menu. There is no 
need to import requests into Document Delivery. They will simply show up in the Document 
Delivery module’s Main Menu center window as Awaiting Document Delivery Processing.  

Adding Due Dates for Loans 
The overwhelming majority of document delivery requests are articles. For those few loans that go 
to document delivery, you will need to enter a due date for the item. To do this, go to the Edit menu 
and choose Edit Request. This will bring up the General Search form. For any item where the 
RequestType is a Loan, double-click on that item to bring up the General Update Form. Add the 
Due Date and Save changes. When you have done this, close the form.  

When importing Docline requests from the web into ILLiad, the client parses the ship to and bill to 
fields into the address fields and checks those against any new requests imported in order to auto 
select the appropriate address.  

4.2.2 Printing Overview 
Once items have been successfully searched in your OPAC and routed to Document Delivery, you 
can print Pull Slips and/or Labels to go with the items. Depending on the nature of the items 
requested and your institutional policies for Interlibrary Loan, you may wish to print one or more 
of the following:  

• Article Slips - DocDelArticleSlips.doc  

• Loan Labels -DocDelLoanLabels.doc  

• Article Mailing Labels - DocDelArticleMailingLabels.doc  

• Loan Mailing Labels - DocDelLoanMailingLabels.doc  

These documents are all customizable. See the chapter entitled Customizing Printer Templates in 
the ILLiad Administrative Suite’s Implementation Manual for details.  

Topics in this section: 

Printing Labels 
Merging the Template with the ILLiad Data 
Printing 

Printing Labels 
From the ILLiad Search Stacks menu, click Print Document Delivery Pull Slips. The items to be 
searched will be moved to the print queue and the ILLiad client will open up the print documents 
associated with the Document Delivery Stacks Search print process.  
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The documents associated with a particular ILLiad print process are set by the institution through 
the Customization Manager. See the chapter entitled Customizing Printer Templates in the ILLiad 
Administrative Suite’s Implementation Manual for details.  

The ILLiad Client will open each document based on the transactions to be printed. Thus, if no 
articles have been checked in, any designated article-specific documents will not open.  

Merging the Template with the ILLiad Data 
Regardless of which document you choose to merge, they both merge with the ILLiad data in the 
same way. Press the Merge to New Document button. The button is usually in the center of the 
lower toolbar at the top of the Microsoft Word window. Hovering the mouse pointer over the 
buttons will tell you their names. The template document will then be merged with the ILLiad data 
that was written to the hard drive of the local machine when the transactions were moved to the 
Stacks Search print queue. The printable merged document will be created. This form is 
customizable and can be set to print in any order desired (Call number, Location, etc.) or with any 
filters.  

See the chapter entitled Customizing Printer Templates in the ILLiad Administrative Suite’s 
Implementation Manual for details.  

Printing 
Print the newly merged document to the printer set up for this purpose (labels or paper, color 
printer, etc.). The process for this should not differ from that of printing any other document from 
the computer on which you are performing this action.  

After Printing 

When you have successfully printed each document, close them, without saving them. Refresh the 
ILLiad Main Menu by clicking the refresh button. You will see that the transactions just printed 
have automatically been cleared from the print queue and are now in the In DD Stacks Searching 
queue. Distribute the printed documents to any other employees who may be responsible for 
retrieving certain types of these requests as applicable to your institution’s ILL processing.  

4.2.3 Searching/Updating DD Requests 
Search the stacks for the requested items. Use the Article Slips and/or Loan Labels as a pull list. As 
you find items, place Article Slips into journals at the start of each article, and place Loan Labels 
on each item to be loaned. For any item not found, bring back the associated Article Slip or Loan 
Label to the processing area.  

Topics in this section: 

Updating Stacks Search Results 
Locate the Transaction Review 
Enter/Change Relevant Data 
Move the Transactions to the Next Step 
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Updating Stacks Search Results 
After retrieving items from the shelves, bring them to an ILLiad Client machine. From the Search 
Stacks menu, choose Update Document Delivery Search Results. The Update Stacks Search Form 
will appear.  

Locate the Transaction Review 
There are three methods you can use to locate the transaction record for the item you wish to enter 
the stacks search results:  

Scan the Barcode on the Printed Label 

Use a barcode scanner or light pen to scan in the barcoded transaction number from the printed 
label. The system will locate the item that matches the transaction number and bring up the 
corresponding record in the bottom half of the Update Stacks Search Form.  

Manually Enter the Transaction Number and Search 

Type the transaction number from the printed label into the Transaction Number field. Then click 
on the Search button. The system will locate the item that matches the transaction number and 
bring up the corresponding record in the bottom half of the Update Stacks Search Form.  

Manually Enter Other Searchable Information and Search 

Type the ILL Number, Article Title, Article Author, Loan Title, or Loan Author from the printed 
label into the corresponding field. Then click on the Search button. The system will locate the item 
that matches the transaction number and bring up the corresponding record in the bottom half of 
the Update Stacks Search Form. If more than one record appears in the Records Selected window, 
select the appropriate record by double-clicking on it. The item information will appear at the 
bottom of the form.  

Enter/Change Relevant Data 
Examine the information on the screen. Make any changes that are appropriate.  

A Due Date should appear by default in most cases, based on the settings on the ILLiad Server, but 
there may be occasions on which you might want to modify the default Due Date for a specific 
transaction. If so, make that change before proceeding to the next step.  

Move the Transactions to the Next Step 
The next step in the process may differ depending on the nature of the transaction. You will need to 
perform only one of the following actions in order to move the transaction to the next step:  

Topics in this section: 

Mark the Item as Found 
Mark the Item as Not Found 
Cancel Request 
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Scan Now 
Scan Later 
Notify Electronic Delivery 

Mark Item as Found 

If the requested item has been successfully located in the stacks and you are able to loan the item to 
the requesting customer, click the button labeled Mark Item as Found. This will either bring up an 
Add Billing Charges Form, if Billing for Document Delivery is turned on, or it will move the 
transaction to a status of Awaiting Doc Del Customer Contact, if Billing for Document Delivery is 
turned off.  

There is now a button on the Update Stacks Search form in Lending allowing staff to mark articles 
as found and scan immediately for Odyssey sending instead of routing to Awaiting Odyssey 
Scanning.  

Mark Item as Not Found 

If the requested item cannot be loaned for whatever reason, but might still be obtainable through 
ILL Borrowing, click the button labeled Mark Item as No. This will open the Document Delivery 
Reasons for Not Found Form. Choose the reason for cancellation from the form that is applicable 
to the request you are canceling.  

These reasons are customizable and may be edited from the Customization Manager.  

Add any additional information you wish to include in the Other Reasons or Notes field. Click the 
Cancel Request button. This will change the status of the item to Doc Del Item Not Found for 
Routing back to Borrowing. Once the item has been Cancelled in Document Delivery module, you 
can route it back to Borrowing by going to the Search Stacks menu from the Main Menu and 
choosing Move Document Delivery Items not found to Borrowing Processing.  

Cancel Request 

If the requested item cannot be loaned for whatever reason, and will not be obtainable through ILL 
Borrowing, perhaps due to citation problems or some other informational deficiency with the 
request, click the button labeled Cancel Request. This will open the Cancellation Form. Choose the 
reason for cancellation from the form that is applicable to the request you are canceling.  

These reasons are customizable and may be edited from the Customization Manager.  

Add any additional information you wish to include in the Other Reasons or Notes field. Click the 
Cancel Request button. This will send an E-mail cancellation notice to the requesting Customer 
informing him/her that the Document Delivery request has been cancelled. Once this is done, the 
transaction will move to a status of Cancelled by ILL Staff.  

Scan Now (Articles Only) 

This option is used to mark as found any articles that will be scanned into Odyssey and delivered to 
the customer electronically as PDF files. Click the Scan Now button to mark the item as found and 
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pull up the Document Delivery Scanning form. This allows you to scan and post the article 
immediately as a part of the Stacks Search checkin process.  

See the chapter entitled Odyssey in Document Delivery for processing details.  

Scan Later (Articles Only) 

This option is used to mark as found any articles that will be scanned into Odyssey and delivered to 
the customer electronically as PDF files. Click the Scan Later button to mark the item as found and 
route the transaction to a status of Awaiting Doc Del Scanning. This allows you to mark the item 
found at that point, but scanning and posting the article may take place at some other time or on 
some other workstation.  

See the chapter entitled Odyssey in Document Delivery for processing details.  

Notify Electronic Delivery 

Selecting this option designates the item as found and moves the transaction to Delivered to Web. 
This would be used for scanning the article using some software other than Odyssey. These items 
will need to be scanned, converted to PDF format using Adobe Acrobat or some similar program, 
and then saved to the PDF share (usually x:\inetpub\wwwroot\illiad\pdf\ ) with a filename of 
TransactionNumber.pdf before the customer may access them via the ILLiad web pages.  

Many of the institutions that use this feature find it beneficial to do the scanning and 
posting functions outlined above before clicking the button to mark the item as delivered 
via Electronic Delivery. Because the Status change to Delivered to Web is immediate after 
clicking this button, they would rather their customers not see that status before the file is 
actually available on the web pages. 

If you determine that a print job needs to be printed for whatever reason, go to the ILLiad Client 
Main Menu's Maintenance menu and choose Print Sessions from the dropdown. A list of recent 
print jobs will appear. Choose the job(s) you wish to reprint and click on the button labeled Reprint 
Selected Sessions. This will write the necessary data to the print queue. Unlike the basic printing 
process, you will need to open up the documents to be merged and printed. Click the Merge to New 
Document button as usual and print the documents.  

4.2.4 Odyssey Scanning 
Topics in this section: 

Accessing the Document Delivery Scanning Form 
Pulling up the Transaction Information 
Importing an Image 
Scanning Options/Settings 
Scanning the Document 
Electronic Document Editing Options 
Delivering the Electronic Document 
Contacting Customers 
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Accessing the Document Delivery Scanning Form 
Transactions at a status of Awaiting Doc Del Scanning are ready to be scanned and posted to the 
web for customer access. To access the Document Delivery Scanning Form, double-click the 
Awaiting Doc Del Scanning status in the Main Menu, or go to the Search Stacks menu and choose 
Doc Del Scanning from the dropdown. For items checked in using the Scan Now option, the 
Document Delivery Scanning form will open on its own at the time of check in.  

Pulling up the Transaction Information 
Enter the transaction number of the article to be scanned in the Transaction Number field and hit 
the Enter key. This will pull up the transaction information on the left side of the scanning form.  

You should have the ILLiad Transaction Number on the printed pull slip used for stacks searching. 
If this transaction number is also in barcode form on your pick slip, you may use your barcode 
reader to scan it in.  

Review the information to be sure that you are scanning the correct article and that the article meets 
the criteria specified by the customer. If you wish to do so, you may pull up the entire ILLiad 
record for the transaction by clicking the view button to the right of the transaction number. If a .tif 
file associated with the chosen transaction already exists prior to an attempt at scanning the 
document, it will display automatically in the Document Delivery Scanning form when you 
retrieve the request.  

Importing an Image 
You also have the ability to import an already scanned image and associate it with the selected 
transaction for delivery. This is done with the Import Image button at the top of the Scanning form. 
Clicking the import Image button opens up a search window that allows you to point to the desired 
file wherever it may be. This search form allows you to search wherever you wish on the local 
machine or on the local network for the file you need.  

Currently, only .tif files may be imported in this way. Future ILLiad client versions will allow for 
additional image types to be imported as well.  

Once you find the correct folder and successfully import an image, the system “remembers” the 
location of the last successful imported file. Thus, clicking the Import Image button will return you 
to the same location each time. If there is already a scanned image (in .tif format) for the 
transaction in the designated storage location, the system will attempt to pull up the image within 
the Document Delivery Scanning form when the transaction information is retrieved.  

Scanning Options/Settings 
Scanning settings for your system can be found on the Settings menu of the Document Delivery 
Scanning form. Scanning options display in the various dropdown menus based on the capabilities 
of your installed scanner. Available options will be different for different types of scanners. These 
settings a saved on each client machine, so the system will retain any selected values until they are 
changed.  
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Quick Scan Key 

The Quick Scan Key setting allows you to specify a “hot key” to use for scanning. Select the 
desired key from the dropdown to specify the key you wish to use for this purpose.  

Source 

The Source dropdown allows you to specify a scanner to use for this form. All installed scanners 
on the client machine being used should display in the dropdown.  

Color 

The Color dropdown allows you to specify which of the possible color options you wish to use 
when scanning. Options display based on the capabilities of your installed scanner.  

DPI 

The DPI setting allows you to specify which of the possible resolution options you wish to use 
when scanning. Options display based on the capabilities of your installed scanner.  

Be aware that the higher the scanning resolution you elect to use, the bigger the image files will be 
and the longer it will take to scan, manipulate, and/or post your articles.  

Use ADF 

The DPI setting allows you to specify whether or not you wish to use an automatic document 
feeder when scanning.  

Duplex 

The Duplex setting allows you to specify whether or not you wish to scan in duplex mode (both 
sides at once). Not all scanners will have this capability.  

Show TWAIN Dialog 

The Show TWAIN Dialog setting allows you to specify whether or not you wish view the 
interaction between the scanner and the client machine.  

Find New TWAIN Sources 

The Find New TWAIN Sources setting allows you to have the system search for newly installed 
scanners for use with Electronic Delivery.  

Scanning the Document 
Once any needed settings changes are made and you are ready to scan the document, click the Scan 
button or your designated Quick Scan Key (see above). The scanner will scan the article and 
display it in the Scanning Form.  

If you are not using an automatic document feeder, you will need to scan each page individually.  
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Manual Scanning 

After the first page of a document has been scanned, clicking the Scan button will scan and append 
a new page to the previously scanned document rather than overwriting it. You may scan and 
append as many pages as is necessary before clicking the Send button to complete the process.  

Automatic Document Feeders 

For those people using an automatic document feeder for Odyssey scanning, the basic scanning 
process will be handled for you by the ADF, although you will also be able to append to the 
scanned document if necessary.  

Electronic Document Editing Options 
Select 
Pan 
Crop 
Rotate 
Deskew 
Best Fit 
Zoom 
Undo 
Save 
Export 
Print 
Delete 

Select 

The Select button allows you to select a specific portion of the page to be retained in order to crop 
the undesired excess from the image. To use this, click the Select button. Your cursor over the 
displayed page will appear as a target. Move to the edge of the area to be cropped and single click, 
but hold down the button and drag the cursor to outline a rectangular portion of the image that 
should be retained. Resize the selected area as needed by dragging the corners of the selected box. 
The image is not modified by these actions until the Crop button is used. Once you have the 
selected area as you want it, use the Crop option (See Below) to edit the image.  

Pan 

The Pan button allows you to grab the displayed page with your mouse and drag it within the 
display pane so that you can see other sections of the image without having to resize it. To use this, 
click the Pan button. Your cursor over the displayed page will appear as a hand. Click on the 
displayed page and drag it to the desired location within the pane. The image is not modified by 
this action.  

Crop 

The Crop button allows you to remove undesired excess from the page image. This is used in 
conjunction with the Select option (See Above). Once the section of the image that is to be retained 
has been selected, click the Crop button to remove the undesired portion of the image.  
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Rotate 

Because scanned documents often arrive with some (or all) pages oriented upside down or 
sideways, ILLiad allows you the option of rotating and/or flipping pages a variety of ways. 
Clicking the Rotate button will bring up a menu containing the following Rotate options:  

Menu Selection  Action  

Left  This option will rotate the selected page in the article 90 degrees to the left. 
Note: This operation is specific to the selected page(s).  

Right  This option will rotate the selected page in the article 90 degrees to the 
right. Note: This operation is specific to the selected page(s).  

Flip  This option will flip the selected page in the article 180 degrees. Note: 
This operation is specific to the selected page(s).  

Flip All Pages  This option will flip all of the pages in the selected article 180 degrees. 
Note: This operation is applied to the entire article.  

Flip Odd Pages  This option will flip every other page in the selected article 180 degrees, 
starting with page 1. Note: This operation is applied to the entire article.  

Flip Even Pages  This option will flip every other page in the selected article 180 degrees, 
starting with page 2. Note: This operation is applied to the entire article.  

Flip Odd Pages - 
Starting with 3  

This option will flip every other page in the selected article 180 degrees, 
starting with page 3. Note: This operation is applied to the entire article.  

Rotate All Pages 
Right  

This option will rotate all pages in the selected article 90 degrees to the 
right. Note: This operation is applied to the entire article.  

Rotate All Pages Left  This option will rotate all pages in the selected article 90 degrees to the 
left. Note: This operation is applied to the entire article.  

To select the desired option, click on it. The specified action will be performed immediately.  

Deskew 

You also have the option to Deskew (straighten) the selected page(s) of the document if you wish 
to do so. The deskew button corrects the alignment of pages that were scanned slightly off square. 
This action may be performed for the selected page(s) by clicking the Deskew button.  

Best Fit 

The Best Fit button resizes the image of the selected page within the display pane so that the entire 
page image is displayed. The image is not modified by this action.  

Zoom 

The Zoom button is another way to resize the selected page Clicking the Zoom button will bring up 
a menu containing the following Zoom options:  

Menu Selection  Action  
In  This will zoom in and make the image appear larger.  
Out  This will zoom out and make the image appear smaller.  
Fit Height  This will resize the image to fit the height of the article to the display pane.  
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Fit Width  This will resize the image to fit the width of the article to the display pane.  

Percentage  This allows you to select a specific percentage of the original image size for 
display. Available percentages range from 10% to 200%.  

The image is not modified by this action.  

Undo 

The Undo button allows you to undo your previous editing action(s). The image will return to its 
previous state.  

Save 

The Save button allows you to save any edits to the electronic article. This would be used if you 
wish to view another electronic article or exit the Electronic Delivery form before delivering an 
article that has been edited.  

There is no need to save edits to an electronic article before delivering it under normal 
circumstances. This would only be used if you wish to view another electronic article or exit the 
Electronic Delivery form before delivering an article that has been edited.  

Export 

The Export button is effectively a “Save As” option. This allows you to save a copy of the 
electronic article as a tif file to a location of your choice. The image is not modified by this action.  

Print 

The Print button allows you to print the selected page(s) of the document if you wish to do so. 
Clicking the Print button will bring up a menu containing the following options:  

Menu Selection  Action  
All Pages  This will print the entire article.  
Selected Pages  This will print only the selected page(s).  

The image is not modified by this action.  

Delete 

The Delete button allows you to delete the selected page(s) of the document if you wish to do so. 
Clicking the Print button will bring up a menu containing the following options:  

Menu Selection  Action  
All Pages  This will delete the entire article.  
Selected Pages  This will delete only the selected page(s).  

Delivering the Electronic Document 
Once the document is scanned, you are ready to send the document. To do this, click the Deliver 
Item button in the lower right corner of the form. The system will move the article to the PDF share 
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on the ILLiad server and change the transaction’s status to Delivered to Web so it can then be 
accessed by the requesting customer.  

Contacting Customers 
The last step of the Check In process is notifying the customers that their requested items have 
arrived. This is done from the Customer Contact Screen. From the Search Stacks menu, click 
Contact Document Delivery Customers. The Document Delivery Customer Contact screen is 
displayed. The number of notifications is displayed at the top. The large list in the middle of the 
screen displays the customers to be contacted. The smaller list at the bottom display the list of 
people receiving multiple notifications in this session. Click the Start Automatic E-Mail button to 
send out E-mails. Everyone who selected E-mail as his/her notification method will be sent an E-
mail and will disappear from the list. Any customers left on the list either want phone notification 
or print notification. For phone notification, simple call the customer and when finished, double-
click their line on the screen. It will disappear from the list. For customers wanting print 
notification, click the Print Notifications button. This will export the records to Microsoft Word for 
printing. Once printed, click the Finished Printing Notifications button to remove them from the 
list.  

As the items lent via Document Delivery are owned by the institution to which the customer is 
affiliated, it is assumed that checkout and the handling of overdues would be handled by the normal 
circulation system. Document Delivery Items should be routed for pickup with this in mind.  

4.2.5 Scan and Deliver Best Practices 
To be added. 
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4.2.6 Appendix- Document Delivery Workflow Chart 
A full size version of this workflow is available. 
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Appendix One- ILLiad Training Resources 
Trainers 
Additional Documentation 
Useful Lists 
Other Web Sites 

Trainers 
Tom Bruno, 6-7364, tbruno@fas, Yahoo!Messenger: tcbruno2, Gmail Chat:  tom.bruno 

Mindy Kent, 5-4454, mkent@law 

Jason Osik, 5-2972, osik@fas 

Jessica Rios, 5-2306, jrios@law 

Ann E. Robinson, 6-5534, arobins@fas, Yahoo!Messenger: ann9robinson 

Nancy Sullas, 5-2972, nmsullas@fas 

Additional Documentation 
ILLiad & Odyssey Documentation 

ILLiad documentation (Atlas): http://www.atlas-sys.com/documentation/illiad/  

ILLiad documentation wiki (Atlas): http://www.atlas-
sys.com/documentation/wikis/illiad/index.php?title=Main_Page  

Odyssey documentation (Atlas): http://www.atlas-sys.com/documentation/odyssey/  

Useful Lists 
OCLC lists: https://www3.oclc.org/app/listserv/  

OCLC-SHARING-L sends out official announcements regarding all aspects of OCLC's resource 
sharing services as well as OCLC System Alerts 

ILLiad-L: http://www.ill.vt.edu/ILLiad-L.htm (the official ILLiad list) 

ILL-L: http://lists.webjunction.org/mailman/listinfo/ill-l (a general ILL list) 

HU-ILL: http://hul.harvard.edu/resources/hul_lists.html (the list for the Harvard ILL Affinity 
Group) 
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Other Web Sites 
OCLC System Alerts: http://www.oclc.org/support/systemalerts/default.asp  

OCLC Statistics: http://www.stats.oclc.org/cusp/nav  

Atlas Systems, Inc., the makers of ILLiad & Odyssey: http://www.atlas-sys.com/  

Scan & Deliver (aka EDD): http://isites.harvard.edu/icb/icb.do?keyword=k36943  

Harvard ILL Affinity Group: 
http://isites.harvard.edu/icb/icb.do?keyword=k1783&pageid=icb.page204586  
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Appendix Two- Preservation Care and Handling 
General Guidelines 
Selection Guidelines for Scanning 

General Guidelines 
Please do not bring food or drink to the work space. A safe, clean working environment is critical 
for the preservation of library materials.  

Handle books with clean hands. 

Please do not use pens, felt-tipped markers, or sharp objects near books. Only pencil should be 
used at work stations and book trucks.   

Organize space so that there is sufficient open area available for handling materials safely during 
all steps of the operation. 

Keep surfaces clean and uncluttered.  

Do not place objects on top of library materials. If you must stack books, limit the stack height to 
three volumes. Do not place books on the floor, near windows, or on hot surfaces. 

Support each book firmly when removing it from a book truck or shelf. Do not pull on the end cap. 

Never force a spine open or apply abrupt pressure to covers to force them flat. 

Turn pages carefully. Support the page as you turn it.   

If leaving the work area, close the book. 

Selection Guidelines for Scanning 
While the scanning that is done in-library is a valuable tool for access to HCL collections, it is not 
intended to serve as the last scan for any item. If scanning will damage an item, do not scan. Flag 
the item and send it to [the HCL collections conservation lab in Widener Library]. If the item can 
be stabilized for scanning, it will be done on a RUSH basis.  

Component Condition SCAN Flag for Conservation 
Cover boards Well attached Yes No 
 Loose, hinges torn Yes Yes 
 Detached Yes Yes 
    
Opening Too tight  NO Yes 
    
Paper Uncut pages NO Yes 
 1st/last pages cracked NO Yes 
 Broken pages*, corners NO Yes 
 Loose pages* Very carefully Yes 
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 Torn pages* that lie flat Very carefully Yes 
 Soiled/worn Yes No 

*includes plates and foldouts 

1. Check the cover boards: 

Are the cover boards well attached to the text block? Scan and return to the shelf. 

Are the cover boards detached from the text block? If scanning does not cause the text 
block to split or the pages to break or tear, scan carefully, flag as damaged and send the 
item to conservation. 

Are the front and/or back hinges very loose or torn? If scanning does not cause the text 
block to split or the pages to break or tear, scan carefully, flag as damaged and send the 
item to conservation. 

2. Check the opening 

If a book cannot be opened enough to scan the inner edges of text, do not force it open. 
This could crack the spine and split the volume in half. DO NOT SCAN, flag as damaged 
and send the item to conservation. 

3. Check the paper 

Are there uncut pages? DO NOT SCAN, flag and send to conservation. 

Are the first few and last few pages of the book cracked or broken at the gutter edge. Does 
the book have broken pages or foldouts, broken corners, and pages or foldouts that break 
when they are handled. DO NOT SCAN, flag as damaged and send the item to 
conservation. 

Are there loose pages/plates/foldouts in the book? Scan carefully, flag as damaged and 
send the item to conservation. 

Are there torn pages/foldouts that will lie flat to scan? Scan carefully, flag as damaged and 
send the item to conservation. 

Is the book soiled and/or worn? If the item is dry, scan carefully and return to the shelf. If 
wet, do not scan, flag and send to conservation immediately. 

If pieces of a binding or a page break off, stop scanning. Put the piece(s) in the text block, 
flag the location and send the item to conservation.   
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Appendix Three- Scan and Deliver Workflows 
Available as a PowerPoint slideshow on the EDD iSite:  
http://isites.harvard.edu/icb/icb.do?keyword=k36943 

http://isites.harvard.edu/icb/icb.do?keyword=k36943
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