
 

ILL LENDING  (Last updated 11-14-13 by Barbara Costello) 
 
 
VERIFYING CITATIONS AND LENDING STATUS 
 
Log on to https://stetson.share.worldcat.org/wms/cmnd/ and enter user id and password. 
 
Download and print all pending ILL requests each morning:  
 
1. On the Interlibrary Loan Home Page, at the bottom of the left column, open “Print 

Queue” and click on “Print All.” 
 
2. In the expanded menu, under “Can You Supply?” check the boxes next to “New - 

Loans” for book requests and “New – Copies” for article requests if there are new 
requests waiting to be worked on.  Scroll down the screen and at the bottom click on 
Next. 

 
3. On the next screen that opens, under “Lending: Marked Queues” change the option 

to “Print 2 per page.”  A print preview window will automatically open.  
 
4.  Do the Control –P command to open the print window and print the page(s) 
 
5. Close the preview page. 
 
6. Delete items from the Print Queue by selecting all and clicking on the “Remove” 

button. 
 
Take printouts, cut in half, and divide into categories: articles, books/documents, scores, 
etc.    
 
For article requests, check JOURNALS LIST on the library’s home page to see if we own 
the title and the date requested.  Write the format and location at the upper right of the 
printout (eg: microfiche or basement).  If you can’t find the journal listed on the web 
pages, try searching SIRSI (see below) - it may be a cataloged journal shelved with the 
books rather than with the journals. 
 
For book and government document requests, check SIRSI Workflows to see if we own 
the book and verify that it is the correct edition and that it is on the shelf:  
 
1. Go to the “Item Search and Display” icon (book with magnifying glass); then choose 

“Title Control#” from the drop down menu.   
 
2. Enter the OCLC number with a lowercase “o” in front of it. (OCLC numbers must 

have at least 8 digits, so if the number does not have 8 digits, put zeros in front of it 
to make it 8 digits).   

 
3. Click on the “Detailed Display” tab at the bottom. 
 
4. Go to the Vol/Copy tab and check to see if the book is on the shelves (under “current 

location”).   
 

a. If the book’s current location is reference, missing, checked out, Newbooks, 
or some other non-circulating location, write that in RED in the upper right of 
the printout.  

b. If it is on the shelves, write the call number neatly at the upper right of the 
printout in RED.   
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5. Click on the “Lookup Another Title” button at the bottom of the screen and repeat.  
 
For scores requests check http://cat.stetson.edu (WebCat) to see if we own the score 
and verify that it is on the shelf.   
 
For all other items requests (leased books,videos, DVDs, reference books, etc.) that do 
not circulate (and therefore are not loaned), write “No” in RED and the format at the 
upper right of the printout (eg: No, ref book; No, video).  Paper clip all the “No” requests 
together and give all “No” requests to Barbara Costello.  “No” requests for something that 
we’re supposed to own but that you can’t find should go to Barbara Costello before 
replying in WorldShare. 
 
For all the possible “yes” loans, retrieve the books and documents and journals, and 
make photocopies as necessary.  Note on the printouts any problems you find with 
particular items (eg: “not on shelf”). 
 
 
 
PROCESSING BOOKS, DOCUMENTS, & SCORES IN SIRSI & OCLC 
 
Check all books out in SIRSI using the three letter ILL code as the user id.  If a library is 
not in SIRSI, have a circulation supervisor create a user record for that library.   
 
(Note for supervisor on creating a user record:  Use the three letter code as the User ID 
and ILL as the profile name.  Put in the library’s name in all uppercase letters in the 
format: ILL–Library Name.  Select “Main” as the library and click on OK.) 
 
Write the three letter code and the ILL number on the due date slip. 
 
To process the ILLs in OCLC: 
 
1. Click on the WorldShare ILL icon and logon at 

https://stetson.share.worldcat.org/wms/cmnd/ with user id and password to get to the 
“Interlibrary Loan Home” page, 

 
2. For books, documents, scores, and any other format that will be returned to the 

Library: scan or type the ILL number in the “Search for Requests” box and press 
enter.  Next to “Can you Supply?” click on “YES.” 

 
3. A confirmation message will appear.  Click on the hyperlinked ILL number to reopen 

the record  
 

o Click on “Print Now” in upper right of screen. 
 

o A print preview will open.  Do <control P> to print the page.  If more than one 
page, print just the first page (1 of 1). 

 
 
4. This will be the copy that goes to the receiving library.  Write the call number in RED 

at the top of the second copy. Note the due date for that day so paperwork can be 
stamped.  

 
5. Note: Please give anything that SHOULD be on the shelf, but that you can’t find, to 

Barbara Costello so she can mark the item missing in SIRSI.  For those requests that 
can’t be filled: enter the ILL number and press enter.  Click on the downward pointing 
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arrow next to “No- no reason given” to open the menu of other options.  Choose the 
reason for no from the drop-down menu.  The record automatically updates..  For 
consistency, please use the correct reasons for no – specifically note the following: 

 
• Non Circulating:  Use for reference books and microformats. 
 
• In Use / On Loan: If the item is checked out. 
 
• Not Owned: Use primarily for articles that are in journal issues that we do not own, 

but may on rare occasions find a book requested that is not owned. 
 
• Not on Shelf / Missing:  Use for books that are supposed to be on the shelf, but are 

not. 
 
• Branch Policy Problem: Use for non-circulating media such as videos, DVDs, musical 

recordings other than music CDs.  Should leased books fall under this category, 
too? 

 
• On Order:  Use when SIRSI says something is on order 
 
• Cost Exceeds Limit: DO NOT USE. 
 
• Technical Processing: Use when SIRSI says “in process.” 
 
• Preferred Delivery Time Not Possible:  DO NOT USE. 
 
• At Bindery: Use when SIRSI says bindery. 
 
• Poor Condition: Use for those books in a non-lendable condition (route to mending), 

but also for those considered too valuable to lend and those books that are more 
than 100 years old.  If you think a book may be valuable, give to Sue Ryan to check 
the value and she will pass on to Debbi Dinkins for the Treasure collection if 
necessary. 

 
• Lacking Volume / Issue: DO NOT USE.  Use “Not on Shelf / Missing” instead. 
 
• Volume Issue Not Yet Available: Use for new journal issues that we haven’t yet 

received. 
 
• Not Licensed to Fill: Use for journals we only have in electronic format.  Note that we 

CAN send items from JSTOR on ILL.  Use for e-books also? 
 
• Required Delivery Services Not Supported:  DO NOT USE. 
 
• Prepayment Required: DO NOT USE. 
 
• Other: DO NOT USE. 
 
If the item is clearly a bad citation, use the CONDITIONAL response of: 
 
• Not Found as Cited: Consult with a supervisor before using. Use only when the 

citation is bad – do not use if we simply do not own the journal issue requested.  
Have the supervisor try to find the correct citation, so that they can tell the borrowing 
library the correct citation (as a courtesy to them). 

 



 

 
 
PROCESSING ARTICLES IN OCLC 
 
For articles: scan or type the ILL number and press enter. Verify that you have the correct 
record.  The default setting should already be “Copy,”  If not, change it so there will be no 
due date. 
 
Click on “Yes” under “Can you supply?”    The status will be updated to “In Transit” 
 
Note: All “No” requests that can’t be found should be given to Barbara Costello.  If the 
citation is bad, she will try to verify the citation and “conditional” the request if appropriate 
or mark the item missing in SIRSI.  For those requests that can’t be filled:  scan or type 
the ILL number and press enter.  Choose the “no” radio button and choose the reason for 
no from the drop-down menu.  Press update.  See “reasons for no” list in previous 
section. 
 
Using Article Exchange to deliver articles to borrowers 
 

• Whenever possible, scan the article and save it to the ILL folder in the shared S: 
drive    

• On the Interlibrary Loan Home Page, click on Article Exchange in the right 
column under “Other.” 

• Under “Select a File to Drop,” click on the “Browse” button to get to and open the 
“ILL scans” folder in the S: drive.  The files are arranged by scan date, with the 
newest scans at the end of the list. 

• Select the article you’re working on and click on it and then click on “Open.” 
• The file will appear in the window under “Select a File to Drop.”   
• Click on “Drop File.” 
• You’ll get a confirmation with a tiny url and a password. 
• Click on “Send a notification” to send an e-mail to the borrower that contains the 

url and password for accessing the article. 
• Return to WorldShare, add the url and password to the Alert or lender notes field 

and click on can supply. 
 
 
CHARGING AN IFM CHARGE (Supervisor Only) 
 
Check the library’s notes to see if they accept IFM charges up to a certain amount.  If so, 
proceed with the charge.  If not, conditional the request and put in the charge amount. 
 
If a library is to be charged an IFM charge ($20 for a rush request, for example), open the 
ILL record, click on “Lending Charges” and put in a dollar sign, the amount and IFM with 
no spaces.  Example:  $20IFM. 
 
 
PREPARING TO SHIP 
 
For books, documents, scores: 
 

1. You should be stamping the due date THREE TIMES: stamp the due date on 
both OCLC print-outs and in the item on the date due slip.  Use the OCLC due 
date, not the SIRSI due date.   

 
2. Stamp the paperwork with “Return with Book” stamp.  



 

 
3. Write the three letter code of the borrowing library and the ILL number on the 

date due slip. 
 

4. Staple a return shipping label to the copy of the request that will go with the item. 
 
For articles: stamp the article with a copyright notice and staple paperwork to the article. 
 
For DLLI libraries: pull label from card file and place in orange DLLI bags.  Multiple items 
to the same library may go in the same bag. 
 
For non-DLLI libraries: type mailing label and pack for shipping. 
 
The original copy of the paperwork goes to Barbara Costello for filing.  Please put them in 
date order first, then by call number within each date. 
 
 
MAKING NEW LABELS FOR DLLI BAGS 
 

1. Go to http://tblc.org/delivery 
 

2. Put the OCLC library code in the box and submit search 
 

3. Select “Stetson University – duPont-Ball Library” from the drop-down YOUR 
library menu 

 
4. Check the library for which you need the label 

 
5. Change the number of copies to “12” or whatever number you need (will print 4 

per page) 
 

6. Click “Print Labels Here” button 
 

7. On the browser, click FILE, PAGE SETUP, and change orientation to 
LANDSCAPE 

 
8. Print and cut up the labels and file in the proper place. 

 
 
RETURNED BOOKS, DOCUMENTS, AND SCORES 
 

1. Remove paperwork from book – make sure paperwork title matches the book 
title.  If there is no paperwork, set aside to use the ILL number on the due date 
slip in the book. 

 
2. Click on the WorldShare ILL icon or go to 

https://stetson.share.worldcat.org/wms/cmnd/  
and log in with user id and password.   
 

3. On the Interlibrary Loan Home Page scan or type each ILL number off the 
paperwork (or from the book if no paperwork) in the “search for requests” box,  

 
4. Verify that the titles match, and click on “Checked In/Complete” to complete the 

transaction.    
 

http://tblc.org/delivery
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5. You’ll get a brief confirmation message that the status has been updated to 
closed.   The screen then automatically goes back to the Interlibrary Loan Home 
page. 

 
6. Put the paperwork in date due order (then call number order within due date), 

paper clip together and give to Barbara Costello.  
 

7. Check each book into SIRSI and route as appropriate.  If an item needs 
mending, give to a supervisor. 

 
 
 
-OR- To do many returns at once using the Batch Upload feature (NOT 
RECOMMENDED): 
  

1. Click on the WorldShare ILL icon or go to 
https://stetson.share.worldcat.org/wms/cmnd/ to logon with user id and 
password. 

 
 

2. Click on “Resource Sharing” tab.  Click on “Batch” tab. 
 

3. Click on “Complete” in the lending box. 
 

4. Scan or type each ILL number and click the “Add” tab after each number is 
entered. 

 
5. When all the returned items have been added, click on the “Update All 

Categories” button. 
 
Put the paperwork in date due order (then call number order within due date), paper clip 
together and give to Barbara Costello.  
 
Check each book into SIRSI and route as appropriate.  If an item needs mending, give to 
a supervisor. 
 
PULLING RETURNED ITEMS FROM FILES 
 
If you have more than one stack of papers, combine them into one in due date order 
(then call number order within due date). 
 
Match the returned items to the paperwork in the pending files.  Recycle both copies. 
 
 
RENEWALS  (Done at the discretion of the ILL Supervisor) 
 
Click on the WorldShare ILL icon or go to https://stetson.share.worldcat.org/wms/cmnd/  
and login with user id and password. 
 
Under “Lending Requests” 
 
If there are renewal requests, open them by clicking on the number next to renewal 
requests.   Note the requesting library’s three letter code.   
 
Put in the renewal date into the date box.  Either put in the renewal date requested or two 
month after the original OCLC due date if no date is specified.  Then click “update.” 

Comment [BC1]: Do we want to leave this 
in?  Is it ever done? 
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Go into SIRSI and click on “renew” and enter the borrowing library’s three letter code.  
Note the call number on the renewal paperwork (this will make it easier to update the ILL 
lending files). Click on the radio button “selected” and the put a check next to the item 
and click OK.    
 
After all renewals are done in SIRSI, update the lending paperwork to reflect the new due 
date. 
 
 
RECALLS  (Done by Barbara Costello) 
 
Once an item is one month overdue (use paperwork date, not SIRSI date):  
 
Click on the WorldShare ILL icon or go to https://stetson.share.worldcat.org/wms/cmnd/  
and login with user id and password.   
 
Put in the ILL number in the “search for requests” box and click on “GO.”  Once the 
record opens click on the “Recall Item” button next in the upper right corner. 
 
You’ll briefly get a conformation message that the status has been updated to Recalled 
before the system goes back the Interlibrary Loan Home Page. 
 
Note:  If the only option is “Complete” this indicates that the lending library has shipped 
the item back to Stetson.  Indicate the date shipped back on the paperwork, but DO NOT 
update anything in OCLC. 
 
 
BILLING (Done by Barbara Costello) 
 
When the books are one month overdue, they should be billed. 
 
Check OCLC to make sure the book is still “out” according to OCLC. 
 
Check SIRSI to make sure the book is still “checked out” to the borrowing library. 
 
Check the shelves to make sure the items are not here. 
 
If all three of these “checks” indicate the book is still out on loan, proceed to billing.  If one 
of these checks indicates the book came back, investigate further. 
 
To bill: 
 
Use the Word Bill Form (ILL Bill Invoice WORKING COPY.doc) to create the bill (make 
two copies – one to mail and one to keep on file).  Attach a photocopy of the original 
paperwork to the bill. In the working copy, you will see the last invoice number used.   
Use the next number in sequence (eg: 09-002 changes to 09-003) and begin the 
numbering again in the new calendar year (eg: 10-001). 
 
 
PROCESSING BILL PAYMENTS – done by Barbara Costello 
 
If we receive a check (or any other form of payment) for a lost ILL book: 
 
Pull the copy of the bill, mark PAID in large letters across the front and give to Debbi 
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“Complete” the OCLC record by entering the ILL number and updating to “Complete.” 
 
Discharge the item in SIRSI using the barcode (easiest way to get the barcode number is 
to pull up the lending libraries user record, and click on the item – barcode number will 
show). 
 
 
TO VIEW ALL CURRENT ILL TRANSACTIONS 
 
In the “Derived Search” type ? then select Lending Library (or Borrowing Library) from the 
pull-down menu. 
 
 
QUICK ILL LENDING GUIDE 
 
OCLC Procedures (Checking out the books on the ILL system) 
 
1. Resource Sharing 
 
2. Enter ILL number  
 
3. Make sure either DEFAULT or ARTICLE is correct 
 
4. UPDATE 
 
5. UPDATE 
 
6. REDISPLAY REQUEST 
 
7. PRINT  page 1-1 
 
8. RETURN 
 
9. Resource Sharing 
 
10. Write call number on printed sheet 
 
 
SIRSI Procedures (Checking out the books on our system) 
 
1. Checkout icon 
 
2. Enter User ID (three letter code for library) 
 
3. Enter or scan book’s barcode number 
 
4. CHECKOUT TO NEW USER button 
 
5. Write three letter library code and ILL number in book 
 
 
Stamping before shipping 
 
1. Stamp due date THREE times: on both papers and in book 
 
2. Attach return label (DLLI or mailing) to long paper and put in front cover of book 


