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Principles of Cooperation

These Principles were developed by the Ohio Libraries Share: MORE Policies Task
Force and govern the borrowing/lending behaviors of Ohio Libraries Share: MORE
participants. In order to join the statewide resource sharing system, each participat-
ing library signed a document to indicate their agreement to these principles. As the
staff who manage the request process, you will need to be aware of these principles
and how they affect your work.

1. Libraries will share any circulating resource with any Ohio library patron. Re-
guests will be filled in accordance with the requesting library’s policies.

2. Libraries will make resource sharing an integral part of library service to their pa-
trons and commit to staff and patron training.

3. The borrowing library is responsible for the circulation, retrieval, and return of
borrowed items.

4. The lending library will absorb the cost of any lost or damaged materials.

5. Libraries will use the statewide resource sharing delivery system and pay for
contracted delivery costs.

6. Libraries will process statewide resource sharing requests daily.

7. Loan periods, including renewals, will conform to the borrowing library's lending
policies and will not exceed six months.

8. Libraries will designate a statewide resource sharing contact person and provide
this information to the State Library of Ohio. This information will be distributed
and updated as needed.



About the request management process and
the layout of this manual

After patrons place requests using the Ohio Libraries Share: MORE system, library
staff will manage the request process using the VDX software found on the Ohio Li-
braries Share: MORE website.

Your library will have two roles:
1) Requester (requesting items from other libraries for your patrons)
2) Responder (responding to requests from other libraries)

As a requester, the process involves:
- Authorizing requests placed by patrons;
Identifying requests that cannot be filled;
Monitoring the request list for messages;
Tracking the status of requests for patrons.
Receiving requested materials and delivering them to the patron at the circula-
tion desk;
Returning requested material to the responder;

As a responder, the process involves:
Monitoring the request list for messages;
Responding to requests from other libraries and either supplying the item or de-
clining;
Tracking the status of loaned items.
Receiving returned materials from other libraries and checking them in;
Identifying lost materials and processing them in your system (e.g. removing
them from your local catalog);

This manual provides instructions for these processes and is divided into two sec-
tions representing the roles of requester and responder.



Overview of Ohio Libraries Share: MORE procedures

Requester tasks

agrwnE

e

Authorizing requests (daily)

Receiving requested items (as shipments arrive)

Returning requested items (as patrons return them)
Monitoring request file for messages (daily)

Monitoring request file for nonsupplied items (daily? Weekly?)

Authorizing requests (p. 18-34)

Process routine requests first by retrieving requester file by status “Idle” and
AuthStatus “Automediated:AuthManual”

Watch for patron notes (use New Note field and note type “Request Msg” to forward
note to responder) (p. 22-23)

Action requests and change Authorization status to “Authorised ”

Retrieve non-routine requests by retrieving requester file by status “ldle” and Auth
Status “Check Manual’

Identify items owned by your library and determine whether to release request to
Ohio Libraries Share: MORE or delete it and place it in your local system (p. 29-30)
Identify items which have no rota; build the rota manually (p. 31-33)

Receiving requested items (p. 35-36)

Access bulk action function of Requests menu
Enter request numbers from shipping slips
Select action “Received ”

Prepare item for circulation to patron

Returning requested items (p. 41)

Access bulk action function of Requests menu

Enter request numbers from shipping slips

Select action “Returned ”

Print Return slips from Reports menu and match slips with items

Prepare items for delivery by printing bag labels and manifest for US Cargo

Monitoring requester file for messages (p. 36-37)

Retrieve requester file by Authorization Status “To be acknowledged,” and look
through requests for Last Action “Message Indication”

Select action “Message ”

Reply to responder using New Note field and Note type “Send Yes”

Monitoring requester file for nonsupplied items (p. 38-40)
Retrieve requester file by status “Nonsupplied”

Process nonsupplied requests

Press “complete” button to delete nonsupplied requests



Responder tasks

wN e

Responding to requests (daily)
Receiving returned items (as shipments arrive)
Identifying lost materials (weekly? Bi-weekly?)

Responding to requests (p. 42-45)

Print Standard Picklist in the reports menu (p. 42)

Check local catalog and shelves for items; identify available items

Access the bulk action function in Requests menu

Enter request numbers from picklist of available items and select the action
“shipped”

Enter request numbers from picklist of unavailable items and select the action
“answer nonsupply”

Print Shipping slips from the report menu

Prepare items for delivery by printing bag labels and manifest

Receiving returned items (p. 46)

Access the bulk action function in Requests menu; enter request numbers from
Returned slips

Select the action “Checked In ”

Monitoring loaned materials (p. 47)

Retrieve the file by the status Lost

Retrieve the file by due date

Monitor file for messages

Monitor items checked out to Ohio Libraries Share: MORE patron in local auto-
mated system



Patron Interface: ZPORTAL : www.ohiolibshare.org

P 0 R TA |_ Patrons can search without signing in

Search

Standard Search
Advanced Search

Search History

Results

Search Results

Sort Options
Merge Duplicates

Filter Options
Search Status

My Account
Saved List

My Requests

Sign In
Restart

Help

Patrons will need to sign in if they'd like to plac e a request,
save a search or use their OLS: MORE account etc

Staff Interface: VDX : www.ohiolibshare.org/vdx/

IZ3-

5 Leads to same search inter-

__BibSearch | face as ZPORTAL.

Login

Help



PORTAL

Search

Standard Search
Advanced Search

Search History

My Account

Saved List

My Requests
Sign In
Restart

Help

ZPortal Menu

(Patron search interface)

Standard Search - one search field, can
search with keywords, author names,
full title in parentheses, etc

Advanced Search - three search fields,
nine search types, Boolean operators.
Can limit by date, format, language,
adult vs. juvenile, etc.

Search History - shows search history
of this search session.

Saved List - shows the saved results
that you have from previous searches
My Requests - a patron can monitor
their requests and see the status
Sign-in - Sign in to your account!
Restart - Takes you back to the simple
search page.

Once you sign in, your menu

options include:

Saved Searches - this is saved

PORTAL

in the patron’s account. Even Search

after logging off, the search is

saved.

Search Profiles - allows a pa-
tron to choose which library’s

Standard Search
Advanced Search

Search History

My Account

. Saved List
collections to search. Saved Searches
Account Details - shows the My Requests
patron’s barcode, name, cate- EREIROEIRIIAR

... . Account Details
gory, joining date, and will al- Sign Out
low a patron to ‘edit’ the infor- Help

mation and enter and email

address.




VDX

( staff interface)

Not much to see here. You don't really
get to the good stuff in the staff interface
until you Login.

1. BibSearch - this will take you to the
standard search screen. This is very
similar to the ZPortal (patron) standard
search screen but a bit different.

2. Login - click here to login to your li-
brary’s staff account



Signing into Ohio Libraries Share: MORE

ZPORTAL (patron)
sign-in

Enter your User ID and Password and click on the submit button to Sign-in.

Sign-in

User ID: |5799965497030
Passworid: |jessssse

Authentication Service: | State Library of OH ~

WS UBMIT

Click ‘Sign In’ on ZPortal front page

Enter your library card number (without spaces)
Enter a password/PIN (if you have one)

Choose Your Local Library from the drop down box.
Press Submit.

arwpdE

VDX (staff) sign-in Choose ‘MORE

Central Office’

Login

Barcode 599999

Password eesss

Authentication Service |{N{ola{=4o%=11i =1 {0Jiil«=} v
|Lngi|1 ||@Reset |

1. Enter your staff account number in the Library Card Number box
(staff accounts are based on the pattern of capital S followed by a 5 digit humber)
2. Enter your password (it's case sensitive)

4. Press Login.

;
Troubleshooting tips ¢ 35

A blocked patron (fines, overdues, etc.) will receive the message, “Your ac-
count has been suspended. Contact your administrator.”

If the system does not respond when signing in as a patron, the SIP server of your local
automated system may be down; check with your IT staff for troubleshooting help.
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Performing A Search

(Standard/Simple Search is the same in ZPortal and VDX)

The Search Engines for VDX and ZPortal are the same in some aspects, but ZPortal has a
couple Ohio Libraries Share: MORE features. The Sort and Merge function are ZPortal alone.

TIP: You can use quotation marks to search for a phrase, such as “harry potter”. If you

search without the quotat

ion marks, you'll get results that have harry AND/OR potter in the title

but that aren’t necessarily together as a phrase.

Standard Search

Current Profile: | Cefault Frofile [shared) w |

Description: Default Profile

Search Term: |"a||

over but the shoutin® | w

Collections:

Searchable Collections

Central Library Consortium @°

1)! You can access
each library's |
hamepage, by
clicking the asso-

Clermont County Public Library @~

HET Consortium Libraries @°
Dayton Metro/Troy-Miami/Bradford/Germantown Library
Catalog @*

(=]

ciated link Geauga County Public Library @
Lane Public Library @*
Mansfield/Richland County Public Library @°
Muskingum County Library System @°
Newark Public Library System / Granville @~
State Library of Ohio @7
Upper Arlington Public Library @°
Wilmington Public Library of Clinton County @
Wright Memorial Public Library @°

Select All Deselect All
“Select All” and “Deselect All” buttons allow you to clear or

populate the list of library choices. A handy us eisto
‘Deselect All” and then click on just the few libra ries that you

want to search
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Performing an Advanced Search

The Advanced Search screen is nearly the same in both ZPortal and VDX.
This screen shot is from ZPortal. The Advanced Search screen has three
search fields, allows Boolean searching, you can limit by year, can specify for-
mat or language and can specify adult or juvenile status.

Advanced Search

Field Search Term Operator
Title v | |
Author ._V-_| | | and v
Subject Heading \gl | |

Limit results by date: O All years

QO Specific year: |:| R
O Range of years from: |:| Yy to |:| N

Articles in peer-reviewed journals only? Oyes ®no

Formatis): click to scroll list of options

OTHER e
Book =
Large Print Boaok ~
Select all Clear all

Languaqgels): click to scroll list of options

English 4
French =]
German v

Selectall Clear all

Lewvel(s): click to scroll list of options

Adult
Genaral
Juvenile
Select all Clear all

Refinement: O 0On ® Off Records per page: @




Search History

This menu option allows you to see what you've searched for and how you've
constructed your search.

Search /Search History

Search Term:

Collections:

Search Term:

Collections:

Search Term:

Collections:

Allows you to Edit your search or Regrun it.

Choose from the options below to edX or re-run your searc

Any Equal Phrase “All over but the shutin™

Wright Mernorial Fublic Library, WilmingtorNPublic Library of
otate Library of Ohio, Clermont County FubliX Library, Central
Consortium, Geauga County Public Library,
Fublic Library, Mewark Public Library Systerm f
Upper Atlington Public Library, Dayton
Metro/Troy-Miami/Bradford/Gerrmantown Library CXalog, Muskinkum County
Library System, ClexMET Consortium Libraries
Edit@ Re-runQj

Any Equal Word "all” and Any Equal Word "over™ and Any Equal Word
"but” and Any Equal Word "the™ and Any Equal Word "shouting™

Wwright Memarial Public Library, WWilmington Public Library of Clinton County,
otate Library of Ohio, Clermont County Public Library, Central Library
Consortium, Geauga County Public Library, Mansfield/Richland County
Public Library, Mewark Public Library System f Granwville, Lane Fublic Library,
Upper Arlington Public Library, Daytan
hletrafTroy-MiamifBradford/Germantown Library Catalog, Muskingum County
Library System, ClewMET Consortium Libraries

Edit Requn()j

Any Equal Word "marley™ and Any Equal Word "and™ and Any Equal
Word "me™

Wright Mernorial Public Library, ¥YWilmington Fublic Library of Clinton County,
otate Library of Ohio, Clermont County Public Library, Central Library
Consortium. Geauoa County Public Library. Mansfield/Richland County

linton County,

13



Saved List

On the ‘Results’ screen after executing a search, click on the “Save” button by the titles

you'd like to save. The Saved List saves items to a list that is on
session. The results on the 'saved list’ are erased upon log off.

Search Results
Gt More Hits

oearch for Any Equal Word "all" and Any Equal Word "over” and Anf Equal YWord "but” and
Any Equal Word "the" and Any Equal Word "shouting” in Mewark Puplic Library Svstern, Lane
FPuhlic Likrary, Wright Mermarial Public Library, State Likrary of Ohia, Clgrmont Caunty Public
Library, Central Library Consorium, Geauga County Puhblic Library, MansfieldiRichland County
Fuhlic Likrary, Upper Arlington Public Likrary, Dayton MetrofTroy-MiamBradford/iGermantown
Library Catalog, Muskingum County Likrary System, ClevMET Cunsnrfum Likraries, Wilmington
Puhlic Likrary of Clintan Caunty.

Page: 12345 [Next]

active during this

1. The tumult and the shouting : my life in sport. Format:
Date: Unknown Collection: Upper Arlington Public

@

2. Discipline without shouting or spanking : practical solufions to the most
commaon preschool behavior problems / by Jerry chkof’aml Barhara
Unell. Format: Book

Date: 1984 Collection: Upper ArlingiosRablic Library

= @"’ Details G Request it! Sy

Library
Details 33 Request it! Sy

The SAVED LIST... Once on this screen you can save individual results from this

session. You can n]ark results and use the opt'Qns to email or print, etc.

ook W T

WM T

MI(Accounthaved List

PORTAL

Search
Standard Search
Advanced Search
Search History

Saved List

Select Bringtutug‘fl EmnVE@l . mailEl
Deselect allf | Exgor{ﬂl Printﬁl

Results
Search Results

Sort Options
Merge Duplicates
Filter Options 1. The tumult and the shouting : my life in sport. Format: Book
Search Status Date: Collection: Upper Arlington Public Library Upper Arlington Public

My Account 4' Unknown Library Upper Arlington Public Lllrlmly - . .
Saved List 0= Remove 5 Export3 E-mail =] Resuest it Print (=  Details G5
= R @Replacements : all over but the shouting : an oral history / by Jim

%zgsl:a_lrl: Walsh. Format: Book

Help Date: 2007 Collection: Upper Arlington Public Library Upper Arlington Public

Library Upper Arlington Public Library
%= Remove (B¢ Expot )@ E-mail =) Resuest it Print (2 Details G5
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Search

Standard Search
Advanced Search

Search History

My Account

Savad List

‘ My Requests

Sigmn i
Restart
Help

My Requests:

Clicking on “My Requests” will lead you to the page
below. It shows a list of your active requests. No-
tice they all have different statuses. The Harry Potter
book has a “new” status, the Replacements book has
a “pending” status and the Party Leaders book has a
“not supplied” status - (with the “Cancel” button un-
available. )

Requests List

3 requests found

ILL Number:

Title:
Author:
Status:

Circulation
Status:

Needed by:

ILL Number:

Title:
Author:
Status:

Circulation
Status:

Needed by:

ILL Number:

Title:
Author:
Status:

Page 1
Cancel@ View@
5214209
Harry Potter, you're the hest Can ‘Cancel’
baare, Sharon. if you wish.
I e
26 Dec 2008 /
Cancel@ View &
5207504

The Replacements
Walsh, Jim, 1959-

Pending Already cancelled so
‘Cancel’ button is gone.
Zz

24 Dec 2008 /
O'\ﬁew@

4722162

Party leaders

Baldwin, Joseph G. (Joseph Glover), 1815-1864.

Mot Supplied

An important distinction between a traditional library catalog and the OLS: MORE
system is that the usual link between searching and requesting does not apply. In
the OLS: MORE system, the bibliographic record that the patron uses to initiate
the request does not necessarily determine where the item comes from. The bib-
liographic record serves as the citation which is used to build the rota (the list of
libraries that own the item).

15



Saved Searches

You can save Searches. Once a search is saved you can revisit those
searches even after logging off and back on.

SAVE YQUR SEARCH!!
|Resufrs / Search Results

Search Results

Get More Hits@ﬁl Save Search@

=earch for Any Equal Phrase "All ower but the shoutin® in Mewark Public Library Systern, Lane
Public Likrary, Wright Memarial Public Library, State Likirary of Ohio, Clermont County Fublic
Libirary, Central Library Congordium, Geauga County Public Likrary, MansfieldiRichland County
Public Likrary, Upper Arflington Public Library, Dayton MetrofTroy=-miamiftBradiord/Germantown
Library Catalon, Muskingum County Library System, ClevbET Consotium Libraries, Wilmington
Public Likirary of Clinton County.

Page: 1234 [Next]

1. All over but the shoutin’ / Rick Bragqg. Format: Book Rt At
Date: 1997 Collection: Upper Arlington Public Library
= Save [g Details 53 Request it! Sy

SAVED SEARCH SCREEN ... Shows the search phrase, the collections

searched, the time/date it was saved and gives you the opportunity to Edit, Re-run,
or Delete it.

My Account/Saved SeNches

Saved Searches

Choose from the optior below to edit, re-run or delete your search.

Search Term: Any Equal Phrase "All o\er but the shoutin™

Collections:  “Wright Mernorial Fublic Libry, YWilmington Public Library of Clinton County,
otate Library of Ohio, ClermonN\County Public Library, Central Library
Consortium, Geauga County Pudc Library, Mansfield/Richland County
Fublic Library, Mewark Public LibrXy System / Granwille, Lane Public Library,
Upper Arlington Public Library, Dayt
Metro/Troy-Miami/Bradford/Germanto

Library Catalog, Muskingum County
Library System, ClevMET Consortium Libggri

| saved: 4:38:37 PM on June 27, 2008 |

Edit? ReaqunQfF DeleteGyg

16



Search Profile

The purpose of a search profile is to indicate which
library collections Ohio Libraries Share: MORE should
P 0 RTA |_ search to locate an item. It is possible to have more
than one Search Profile. This section will explain how

P— to Create and Edit a Search Profile.

Standard Search
Advanced Search
Search History

My Account
Saved List Build your own profile by
Saved Searches clicking the Profiles link.

Account Details

Sign Out
Help

My Search Profiles

Click the Create
button for a New
Profile (this will af-

fect only this login)
N

**See the next \
page for how to ml Create G | MG | DEIEM@'

create AND save

a profile. ** Shared Search Profiles.

These Search Profiles have been made available to you by
other users:

ALL Public Libraries
Default Profile

ME Cluadrant Fublic
My Cuadrant Fublic
Schoaols Morthern
oachools Southern
oE Cluadrant Public
oy Cluadrant Fublic

* &+ &+ &+ F ¥ + &
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Creating Profile Continued

Create Profile

Name: FEF's Training Profile < 1) Type the name
Jample libraries that I can use in of th_e SearCh'pr'Of”e
training sessions! and it's descrlptlon

<

Description:

MPORTANT!: If you use this
/submit’ button to save your
BAD ‘SUBMIT’ = ceesssssssssssssssanless Profile, itwon't work! Use the
BUTTON!!I \ SUBMI : submit button at the bottom of
: : page

—2) Check the librar-
- / ies that you wish to
Ansonia Local Schools@© —select.

@, Arcanurm Butler Loc fols @ -

O E OO E

] Wornstaff Memorial Public Library@ °
(S wright Memorial Public Library @

Hhh OO0 hnw

Legend
J - collection available

x - failed mast recent availability test
¥ . less than 70% of availability tests successful

ﬂ - collection is searchahble

%?ng\D/”T, il - collection iz a non-searchable web 3|t§) Click the ‘Submit’
BUTTON! [T————o0 : button AT THE BOT-

N TOM OF THE PAGE
\ to save your new
Search Profile

18



PORTAL

Search
Standard Search
Advanced Search
Search History

Results
Search Results
Sort Options

Merge Duplicates
Filter Options

Search Status

My Account
Saved List

My Requests

Sign In
Restart

Help

PORTAL

Search

Standard Search
Advanced Search

Search History

Results

Search Results
Sort Options

Merge Duplicates

Filter Options
Search Status

My Account
Saved List
Saved Searches

My Requests
Search Profiles

Account Details
Sign Out

Search Results

Results / Search Results

Search Results

Get More Hits[g

Search for Any Equal Phrase "harry potter” in Wewark Puhblic Library Systern, Lane Public
Library, Wright Memorial Public Likrary, State Library of Ohio, Clermont County Public Likrary,
Central Library Consorium, Geauga County Puhblic Library, Mansfield/Richland County Puhblic
Library, Upper Atlington Public Library, Dayton MetrofTroy-MiamifBradiordiGermantown Librany
Catalog, Muskingum County Library Syvstern, ClevMET Consordium Libraries, Wilmington Public
Library of Clinton County.

1. Evil genius Jelectronic resource] / Catherine Jinks. Format:
Book

HTTP HTTP

Date: 2007 Collection: State Library of Ohio
* Save [@ Details 53 Request it
2. Do mandrakes really scream? [electronic resource] : ma;ri! anid

medicine in Harry Potter / United States National Librany6f Medicine, ****

National Institutes of Health. Format: Government P

Date: 2007 Collection: State Library of

=8 etails 73 Request it! S
For each re click to “SAVE”, see

the “DETAILS” of
or “REQUEST IT”

bibliographic record, and/

AND from the search results screen you can:
1. Group results by library collection
- Sort by six different methods
Merge duplicate records
. Filter by year, format, language or patron
level

A w
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2) Group By Library Collection

Search Results

Get More Hits Save Search(m

=earch for Any Equal Phrase "harry Potter” in Mewark Public Library Systermn, Lane Public
Likirary, Wright Memorial Public Library, State Library of Ohio, Clermont County Public Library,
Central Library Consartium, Geauga County Public Library, Mansfield/Richixd County Fublic
Library, Llpper Arlington Public Likbrare, Dayton Metru!‘l’rw—MiamiIElradfnrdIGer?nantnwn Likbirary
Catalog, Muskingum County Likirary Systerm, ClewBET Consortium Libraries, W}Wingtnn Fublic

Likirary of Clintan Coumnty.
Page: [Prev]12345678910 111213 14 15 16 17 18 19 20 [Next

131. God, the devil, and Harry Potter : a Christian minister's defense of the Click on the library
beloved novels / John Killinger. Format: Book o Ryfafe to group and
Date: 2002 Collection: Clermont County Public Library bhag its hit results to
2 Save [g] Details 53 Request it!fhe op of the list for
132. Harry Potter y la piedra filosofal / J.K. Rowling ; [traduccion, Alicia lERY! (SE(E ixample
Dellepiane]. Format: Book W .a-%ow)- Click on
Date: 2000 Collection: Central Library Consortium %eimﬁa.c;(;ggC;y sz‘d
s Detail R st't!%
= ave g Details G5 Request | ee results below

133. Harry Potter and the sorcerer’s stone / hy J.K. Rowling ; illustrations by

Mary GrandPre. Format: Book L8 tate

. FET. T ~ am am nam o I B TR | s P L]

Search Results

Get More Hits Save Search(m

=earch for Any Equal Phrase "harry Potter” in Mewark Public Library Systermn, Lane Public

Likirary, Wright Memorial Public Library, State Library of Ohio, Clermont County Public Library,
Central Library Consartium, Geauga County Public Library, Mansfield/Richland County Fublic
Likirary, Llpper Arlington Public Library, Dayton MetrofTroy-miamiflBradiord!Germantown Likirary
Catalog, Muskingum Coonty Likirary Systern, ClewBET Consartium Libraries, Wiltmington Pobli CLERMONT

Likirary of Clintan Coumnty. COUNTY RE-
Page: 123456789101112 13 14 1516 17 18 19 20 [Next] SULTS ARE AT

THE TOP OF THE
1. Harry Potter and the sorcerer’s stone [large print] / J.K. Ruwn"q/ e
illustrations by Mary GrandPre. Fao L argePrint Book W u‘h&'

Date: 1999 Collecticn: Clermont County PublicLibrary
Al ave [g] Details 35 Request it! Sy

Z. Harry Potter and the Chamber of ets [large print] / TE-—Rowling ;

illustrations by Mary GrandPre. /format: Book
Date: 2000 Collectisg: Clermont County Public Libra

b est it!
3. Ha.rrv Potter and the prisoner of Azkahan [large print]/ J.K. Sirsdrsir
Rowling. Format: Book

Date: Unknown CollectionsClermont County Public Libra
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ZPortal Results Options

Once you are on the ‘Search Results’ page, ZPortal will allow you to Sort the Search

PORTAL

Results.

Search
St-ar.ld-ard Segrch By clicking the ‘Sort Options’ Link a
Advanced Search o
[T r— patron can sort via Title, Author,
e Rl Date, Collection, Relevance, and
Full-text Availabili
Results

Search Rasults
‘ Sort Options
Mearge Dunlir=tzs

Filter Options
Search Status

My Account

Saved List
Saved Searches

SORT OPTIONS

Search / Sort Options

Your search has returned 255 out of 3688 hits.

Quick Sort

Sort by:| Title
Authaor

NHumber of recq Collection

Date
Full-text availability
Relevance

dvanced Sort
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PORTAL

Search

Standard Search
Advanced Search

Search History

Results
Search Results

‘ erqge Dului.cates

Ciltar Option
Search Status

My Account
Saved List
Saved Searches
My Requests

Search Profiles
Account Details

Sign Out
Help

Click on the
‘Merge Du-
plicates’ link
to merge like
Titles, Au-
thor and
Date

Merge Duplicates

Results / Search Results

Search Results

Get More Hitsfgs]  Save Search({f

Search for Any Equal Phrase "harry potter” in Mewark Public Library Systermn, Lane Public
Likrary, YWright Memarial Public Library, State Library of Ohio, Clermont County Public Library,
Central Library Consortium, Geauga County Public Library, MansfieldiRichland County Public
Library, Upper Atlington Public Library, Dayton Metro/Troy-MiamifBradfordiGermantown Library
Catalog, Muskingum County Library System, ClevMET Cansortium Libraries, Wilmington Public
Likrary of Clinton County.

71. The magical worlds of Harry Potter : a treasury of myths, legends, and

fascinating facts / David Colbert. Format: Book MW
Date: 2001 Collection: Upper Arlington Public Library

= Save [§ Details 7 Request it! Sy
72. The sorcerer’s companion : a gquide to the magical world of Harry Potter

{ Allan Zola Kronzek and Elizabeth Kronzek. Format: Book WM
Date: 2001 Collection: Upper Arlington Public Library

2 Details 53 Request it! Sy
73. Harry Potter and the sorcerer’s stone [sound recording] : original motion

picture soundtrack / music composed and conducted by John Sy

Williams. Format: Music CD

Search / Merge Duplicates

Your search has returned 230 oot of 1424 hits.

Merge Duplicates
Number of records to Merge (max 1000): I:I

Click on ‘MERGE’
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Merge Duplicates (con't)

All items that
Clicking on “Details” will display merge dlsp]ay as
a brief bibliographic record Duplicates / /

15. Censorship and selemues and answers for schools / Henry

Reichman. Format: Book bl b
Date:

2001 Collection: State Library of Oh

= Save [g| Details 55 Request it] S

16. Booktalks plus : motivating teens to read / Lucy Sc¢hall. Format: Book

Date: . _ .
2001 Collection: State Library of Ohio \

= Save g Details 535 Reque

17. Harry Potter and the sorcerer’'s stone [sound recording] / J.K.
Rowling. Format: Book on Tape

PRl Collection: Wright Memorial Public Library
1999
Save [jg| Details ;55 Request it! (5

18. Conversations with J.K. Rowling / by Lindsey Fraser. Format: Book

g&g? Collection: Muskingum County Library System
= Save [g| Details 55 Request it!

19. What's a Christian to do with Harry Potter? / Connie Neal. Format: Book s g

3[3;1& Collection: Mansfield/Richland County Public Library

=5 Save [g Details 55 Request it! Sy
20. J.K. Rowling / Cari Meister. Format: Book — \  SFiriiigid
Date:

2001 Collection: Muskingum County Library System

\

To view a duplicate record a patron will click on ‘Details’

23



Request It!

105. Harry Potter, you're the hest! :

a tribute from fans the world over /

[edited by] Sharon Moore.

s alr ol oty ol

-

Click “Request it!”

Save g Details

Request/item

= UEMI |

Service: Loan
Title of Book: Harry Potter, you're the best
Subtitle: a tribute from fans the world aver
Author(s)/Editor(s): Moore, Sharon.

“This item is not
needed after” is
automatically
populated with
date six months
away—you can
change it.

If you only require a copy of part of this item then please enter details fiere.
Date Published: 2001.

St Martin's Griffin
Mewe Y ork
1zt ed.

Publisher:
Place of Publication:
Edition:

In “Special Instructions”
the patron can enter
information such as
volume, format info,
large print info or what-
ever is needed.

Item Description:
ISBN:

wili, 156 p;ill; 21 em.
0312232540 (pbk)

Reference Source:
Format:

Clermaont County Public Library,
Boak

Numbers: 2001-031945

This item is not 26 DEC 2008
needed after:

Arnount willing to pay—T spiteabtefar additional services need
acguire the requested materlal Uu15|de the Ohio Libraries Share ki
this field blank unless otherwise instructed by your library.

Amount willing to pay:

Need by July 15 if possible

Then the patron
should specify their
pickup location. If a
library only has one
location, then there
won't really be a
choice. But, if a library
has branches or a
bookmobile or a
pickup window, those
options can be listed.

Special Instructions

Location: Call Number: Availability:

Clermont County Publelibrary 823.914 HAR AVAILABLE

Clermont Ublic Library 823.914 HAR AWAILABLE
Pickup Location: _tate Library of Ohio v
<«

= UEAMI

Patron clicks “submit”
button. At this point,
the OLS: MORE soft-
ware builds the rota (list
of libraries that own the
item) and places the
request in the queue
for authorization.
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=

rown

Login
Choose ‘MORE
S SO Central Office’
Password [sess
Authentication Service v:

Lngin ||@Reset |

VDX (staff) Interface

Enter your staff account number in the Library Card Number box

(staff accounts are based on the pattern of capital S followed by a 5 digit number)

Enter your password (it's case sensitive)
. VERY IMPORTANT!!!II —- Choose “MORE Central Office” as Your Local Library
. Press Login

Now that you're logged onto VDX.....

| BibSearch |

| Requests |
User

| Location I

| Reports I

| Logout |

Help

1. BibSearch - Same search screen as Standard
Search in the ZPortal patron interface

2. Requests - Can track requests us a requesting
or responding library, can check status and
search by request number among other things

3. User - Allows you to search for a user by bar-
code, category, email address or surname

4. Location - Allows you to search for a library lo-
cation by description, symbol or code

5. Reports — shows a list of reports you can run
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Request Search Screen

A of Submit | & Reset Form |
) Your Library's Role Request Status B
C Responder ~
Cancelled
V D X OM Status Checked In
@ Both Conditional
Errar v
[ Display sent messages only Authorisation Status v
BibSearch O bisplay Terminated requests anly Last Action s
™ N [ Digplay Mot Supplied requests Loy Message Type -
— — OTHER [
Usear Book
Farrmat Large Print Book
| I Book on CD
Location Book on Tape v
| Reports I C
Other fields
| Logout I Feguest# M Or 4
Feguest# v Or hd
Help
Feguest# v
Sort by | Fequest# D ~ | @descending O ascending
Format & Standard O Print

Records per page [ 10 %

A. Your Library’s Role
Responder — requests placed against your library collection
Requester — requests placed by your library patrons
Bullet the role if you want to see requests limited to that category; click on the link to see a list
of requests for that category (the “work queue”)

B. Request status
Refer to Status and Authorization information on p. 31-36 of this manual for informa-
tion. The field, “Last Action,” refers to the last action taken by your library.

C. Other fields retrieval options
Request # — request numbers are unique, so you don’t have to bullet your Library’s role when entering
a request number search
Due Date — Due Date specified by responder. If you enter a Due Date when shipping items, you can
retrieve the responder file by Due Date.
Date Created — date the request was created
Date Shipped — date the item was shipped
Need By Date — date that the patron specified when placing the request; default is 6 months from date
request was placed.
Expiration Date — date that the request expires in the Responder’s file; system expiration date is set at
3 days (Monday-Friday, includes holidays)
Author — author of requested item; enter in format Lastname, Firstname (comma isn't necessary)
Title — title of requested item; can enter entire title or words from the title.

D. Sorting options
Requests can be sorted in ascending or descending order by one of the following : Request #,
Status,Last Status Change Date, Authorization Status, Last Action [taken by your library], Last Action
Date, and Requester or Responder Symbol. Using the sorting options enables you to further refine the
requests retrieved into like categories.
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Anatomy of a Request record

Re(vuest #:Reques}er Symbol

Requester Results

E Total Hits: 2
Bulk Action: [ |Select all | [ |Deselect all | @& Reset | 2 Clearall | o Submit |

Reduest #:Regliester Symbol-TGE-TA-5TQ: Responder Symbal

5360729: 28000
Gentlemen of the road [a tale of adventure] Chabon, Michael.; Braugher, Andre.
Status: |dle Authorsation: AutoMediated: AuthManoal Last Action: REQUEST

REQUEST & | % Action | |<® Details | ¥@Complete || & Print Bulk L

A B C D E

Action — actions an item, or changes its status

Details — shows all the details associated with a request (see the Details screen below)

Complete — moves the request to the Completed file, or list of inactive requests. Completed or in-

active requests do not display on the working list of requests. They have to be retrieved by the Au-

thorization status “Complete.”

D. Print — prints all of the details (found on the details screen) about the request; by cancelling the
print dialog box when it appears, you can view the details of the request on a single screen.

E. Bulk Action — clicking the box for Bulk selects the item for bulk action processing; clicking the Sub-

mit button on the Bulk Action menu bar initiates Bulk Action processing. Select All selects all of the
requests on the screen for bulk action processing.

owp

Clicking Details displays this screen:

[ | - R e cpua o

o A B C D E F G

L2 rAaAain = Responder 22 Service B Requester O Control | = T A Documents

Actions availlable CaEnncel ~ - Subrmit

textbook of medicine

Russell L (Russell La Fayette), 1881-1965; Goldman. Lee. MD:; Bennett, J. Claude

]

(&
1
=

Main-Current screen displayed.

Responder — identifies libraries in the rota, with the current responder highlighted in bold print. If
your library is the responder, only your library displays, so it appears that your library is the only re-
sponder.

Service — identifies the Need By Date (date the request dies in requester’s file) and Request Expi-
ration date (date the request dies in the responder’s file)

Requester — identifies name, barcode and library of requesting patron

Control— Displays Request # and who entered the request

Audit — displays the audit trail of the request

. Documents — doesn’t apply to OLS: MORE

w >
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MORE VDX Screens.....

| BibSearch |
R In the User Search box below, you
= can search for a user by any of the

‘m fields in the drop down box.

Location

| Reports |
| Logout |

Help

Search | Results | Create | Profiles

User Search

Search [ Barcode v

Barcode
fi
o Categary |
Match | E-mail address i B First part O Last part
Surnarmne

_of Submit | & Reset |

User Search

Above, the drop down
box is obscuring the
“Match” choices seen
for | | to the left

Search | Barcode v |

Match @ Exact OAny part OFirst part O Last part

_of Submit | @& Reset |
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MORE VDX Screens.....

| BibSearch I

|__Requests | In the Location Search box below, you
User can search for a location by any of the

( Location ) fields in the drop down box.
| Reports I
| Logout I

Help

Search | Results {Edit Own \Own Services

{ Location Search

Location Symbol |
Location Code
Match | Short Description OFirst part O Last part
‘EDIT OWN’ - Allows you Lang Description
to suspend your library. o Submit | @ Reset |
See Appendix D for infor-
mation on this choice.

for

Above, the drop down box
is obscuring the “Match”
choices seen below

/

Location Search

Search | Location Symbol  + |

for | / |

Match @ Exact O Any part O First part O Last part
o Submit | & Reset |
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MORE VDX Screens.....
REPORTS:

Click on ‘Reports’ to view the list of reports available

ILL Reports

® Average and maximum supply times by supplier
O Average and maximum supply times to reguesters
O Batch Reruns

O Borrowers

O Copy requested per title
O Copy supplied per title
O Daily ILL Statistics
OILLs not supplied received

OILLs not supplied sent

OILLs Shipped but not Received
OlIncoming requests by requester

O Incomplete reguests - as Reguester
O Incomplete reguests - as Responder
O Loan requested per title

O Loan supplied per title

O Monthly ILL Statistics

O MCIP Errors - Reguesting

O MCIP Errars - Responding

O Outgoing requests by supplier

O Request by item format type (Requester
O Request by item format type (Respopder)

O Requester ILL Status Summary 36 Be Acknowlgfiged and Idle requests Suspended

O Requests by days of the wee

O Responder 1L Status Su
lRTJ'S’[antiarn:I Received List
3 d Returned List

mINEE!
'O' Standard Shipping List

0 Be Acknowledged refuests requiring action - as Requester

{}Tn Be Acknowledged requests requiring action - as Responder

O work Queue

End Date
_of Generate Heport | &) Reset Query |

(e.g. 1 Apr2001)
(e.g. 10 Jun 2001)

VDX

| BibSearch I
| Requests I

Llser

Location
| Logout I

Common reports
include:

~ Batch Reruns

|- Standard Pick List
- Standard Shipping
List

yyrk Queue

Other reports will be
used differently in
different libraries. It
is recommended
that you use the re-
ports as needed.

Start Date and End
Date must always
be constructed with
the two digit day
first followed by a
three letter abbre-
viation of the month
and then the year.
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|. The Requesting Process

After the patron places the request, the software takes the ISBN, ISSN, a UPC code if Library
of Congress Control Number (LCCN) from the bibliographic record and re-executes the search
against the entire database. The results from this search are use to build the rota (the list of
libraries that own the item) and can include libraries that were not listed on the user profile of
specified targets. The catalogs that a user chooses to search or the order of bibliographic re-
cords does not have an impact on determining where the item comes from to fill the request.

1.1 Authorizing requests

After the user places a request, the software re-executes the search, builds the rota,
and then either releases the request to the first library in the rota or if the requesting
library has to authorize the patron requests first, the request is automatically put into a
file for the requesting library to authorize it or not.

If a library manually authorizes requests placed by their patrons, they use the
“Requests” function in the VDX staff interface to retrieve the list of outgoing request
and approve them (or not). Libraries who choose to automatically review patron re-
guests will only have to manually review items that did not automatically authorize,
those items fall into 3 categories:

1. Requested item is owned by the requesting library

2. Patron added special instructions to the request record

3. Software couldn’t build a rota

1. Requesting item is owned by the requesting library: This is self-explanatory. If
the patron’s library owns the item, why isn’t the patron simply requesting it from
their own library? Find out. If itis a legitimate reason, you can go ahead and au-
thorize the request.

2. Patron added special instructions: No problem. Merely check the note and place
in “New Note” field to be seen by responding library. Then authorize the request.

3. Software couldn’t build a rota (list of libraries that owns the library): Indentifying bib-
liographic records which represent the same item across disparate catalogs is a hard
task. In rota building, complex criteria are used to identify similar records. The soft-
ware that builds the rota takes the ISBN/ISSN, UPC code or LCCN from the biblio-
graphic record that was identified by the request and searches all targets.  There are
many reasons a rota may not be built. This will be addressed on p. 43-47 of this docu-
ment.

Whether configured for manual or automatic authorization, staff will need to retrieve the
requests in these three categories and authorize them (or not).  To authorize re-
guests, retrieve requests for each category by using the Status and Authorization
Status retrieval capabilities on the Request search screen.
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1.1 Authorizing requests (con't)

To authorize requests that need to be handled manually, retrieve requests for each
category by using the Status and Authorization Status retrieval capabilities on the
“Request” search screen (SEE p. 34).

Category Status Auth. status

1. Patron added instructions Idle Automediated:AuthManual
2. Requested item owned by own library Idle Check Manual

3. Software couldn’t build a rota Idle Check Manual

Items 1-3 above will automatically be given an ’Idle’ Status. The authorization status
is pre-programmed to show as ‘Automediated:AuthManual’ for any item that has a pa-
tron note and the authorization status is pre-programmed to show as ‘Check Manual’
for any item that is owned by the patron’s library and for any item for a rota couldn’t be
built.

For libraries that automatically authorize all “good requests”, items with “Automediated:
AuthManual” auth status are automatically flagged as such and it is easy to see that
they have a patron note.

BUT... If your library has chosen manual authorization for ALL requests, the software
will not isolate those requests that have special instructions added by the patron.
This is because the “good” requests all have the “Automediated:Auth Manual” auth
status as well.

So, if your library has to manually authorize all requests be they good or bad, ALL re-
guests will have to be reviewed to determine if they contain patron instructions.
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Authorizing a request

Choose ‘Idle’ for

: status and “Auto-
Choose your library’s Mediated: Auth—
role Manual for uth

Status

N
>

Results of request search limited to status “Idle” and Authorisation
Status “AutoMediated: AuthManual”

\

Change the drop-down menu to “REQUEST”
AND

Click the “Action” button
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1.2 Identifying and authorizing a request with
special instructions

Status will always be IdI

ok at an example of arequ  est with a patron note. The

For this example we’ll
ill be ‘Automediated:AuthManu al’

Authorization Status

O

Click “Action” to authorize and look at the Create Request screen. You'll see the pa-

tron note at the bottom of the screen.
...See next page.......
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1. LOOK FOR
THE NOTE!

3.Change to Authorised
o

4. Press Submit

2. However, for the note to print
on responders’ picklists, you have
to put the information in the “new

note” field and change the New
/ Note Type to “Request msg”

-

THE NOTE! Type the note in here!

>

If the patron note does not affect the request, e.g. the patron enters, “Have a
nice day,” then do not put the note in the New Note field, etc. Just change the
status to Authorized and submit the request.

35



1.2 Identifying and processing a request with speci al
instructions (cont.)

When reviewing the request record, check the Notes field at the bottom of the screen
for special instructions added by the patron. If the instructions affect the request, such
as indicating volume information for a multi-part item, enter the information into the
“New note” field directly above it and verify that the “new note type” indicates “Request
msg.” Putting the information into the new note type area allows the responding librar-
ies to view the information because the patron note field does not display to respond-
ing libraries; however the “new note” field does. Using the “Request msg” option
means that every responding library will see the note on their picklist.

Inconsistency of Special instructions with the reco rd used for the request

The patron may enter special instructions to identify a particular edition or format when
they cannot find what they need. For example, a patron may want a large print edition,
but can only find a regular print record. They choose the regular print record as the
basis for their request and enter special instructions, “I want the large print copy.” In
cases like this where the record used for the request is not the correct one, go to the
searching menu, search, find the correct record, and place the request again (see in-
structions on p. 38-39 for placing requests for patrons). Delete the original request
(see instructions for deleting a request on p. 40-41).
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1.3 Placing a request for a patron

You may need to place a request for a patron when you discover a request
placed on the wrong record in your Requester file (e.g. a book record used to
request a video or a regular print book when the patron’s note says that they
want a LARGE PRINT copy), or for the convenience of the patron. You will
need the patron’s library card number (but not their password) and their desired
pickup location.

Note: to place a request for a patron, the patron account must have been acti-
vated in Ohio Libraries Share: MORE by signing in with the patron barcode at
least one time. If you try to place a request for a patron and receive the error
message, “No user details available,” then logoff as staff and sign in using the
patron barcode to activate the patron record.

Follow these steps to place a request for a patron:

1. Sign on using your staff account

2. Search and find the desired record; click the request button

3. The staff request screen appears. Leave the Authorization status as “To be
authorised” , then click the Requester button at the top of the screen. (see
screen print below)

Staff request screen
(appears after clicking the request button)

1)Leave auth. status To be authorised

\ 2. Press Requester button to enter
patron information

stay away from tris box on e sttt reauest sreen 1 CNECKING “Add to rota” interferes with the automatic rota-building
process and will result in a rota of 1 library.

NO! NO! NO!




1.3 Placing a request for a patron (cont.)

On the requester screen, enter the patron’s library card number in the “Client
Barcode” field and choose your library as the Authentication service. (If patron is
not in system yet, you'll need to type in their last name and your library’s name as
the 'Authentication Service.’) Click ‘validate’. Select a pickup location, then
press submit to submit the request. You can also enter the library card number,
select a pickup location, press validate, then press submit.

Important points about placing a request for a patr on (when signed on as staff)

The patron record must be activated in OLS: MORE
If you are working to correct a request that a patron previously placed, then
the patron record has been activated. If your staff inputs all the requests,
you will need to sign on as each patron.

Leave the authorization status as “To be authorised
Leaving the authorization status as “to be authorized” causes the software to
build the rota. If you were authorizing the request, instead of placing it, then
you would change the authorization status to “Authorised.”

Do not check the box at the bottom of the screen, “ Add locations to rota.”

This results in a rota of one library. Leaving the box unchecked causes the soft-

ware to attempt to build the rota automatically using all available libraries.
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1.4 Completing (deleting) requests

A new request can be deleted instead of authorized.

1. To delete a new request (it must have the status “Idle”)

2. Locate the request in your OLS: MORE system.

3. Click the “Complete” button to delete the request.

(Completing a request doesn’t actually delete a request; it places it on an inactive re-
guest list that is displayed separately from the working list of active requests. If you
inadvertently delete a request by clicking the Complete button, you can retrieve it
from the Request Search screen by entering the Authorization status, “Complete.”)
4. To authorize the request, click Actio

> —

5. Once you've clicked ‘Action’, the ILL REQUEST screen pops up...

O

6. Change the Authorisation Status to “Authorised”



Deleting More than One Request

Click the bulk box
for all requests that
are to be delgted.
Press submit.

S

Click the Complete
button to finish the
process.
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1.5 Terminating requests
After a request has been authorized/released the request can be terminated. Termi-
nating a request will “kill” the request until the status is “received”.

*When a requesting location uses the Cancel-Request Action the status of the request
becomes Cancel Pending until the Responder confirms cancellation or the item arrives at your
library and then you'll just pack and send it back and change status to ‘Returned’. *

Put a checkmark in the Bulk box(es) next to the request(s) to cancel and click
SUBMIT to get to bulk action screen where you can choose the ‘cancel’ action
option. (see below)

Clicking SUBMIT
will put your request
numbers in the bulk
action box on the
next screen

-

Bulk Boxes

Choose 'Cancel’ from the ACTION drop down box.
Then press the submit button to complete the action.

Already populated!

Choose ‘Cancel’ from

drop down Fherm\A
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1.6 Requested items owned by your library
(identified by status “Idle” and Authorization status “Check Manual”)

To identify requests owned by your library, go to the “Requests” page and re-
trieve the requests with the status “Idle” and the Authorization Status “Check
Manual.” Included in this list will be all requests where the items are owned by
your library, as well as the requests where the software cannot build a rota. To
separate items owned by your library from items where the software couldn’t
build a rota, print the list of requests and check them against your local catalog.

>

O

Print the resulting list by using the Print feature of your Internet browser software. If
you would like to print just a portion of the screen, highlight the text that you want; next
choose File, Print, and click the “Selection” option under “Page Range.” This should
print the highlighted text.

After sorting the list and identifying items owned by your library, determine if the re-
guest is going to be filled locally, from your own catalog, or released to OLS: MORE. If
the request will be placed in the local catalog, get the patron and bibliographic informa-
tion from the request in OLS: MORE, then press the Complete button to delete the re-
quest.

O

To release a requested item owned by your library, follow the steps on the next page.
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1.6 Releasing a requested item owned by your libr  ary

1. Action the request on the Requester Results screen.
2. Change the Authorization status to Authorised.

Q Look at the bottom

of the screen for a
patron note

3. Scroll down to the bottom of this screen to determine if a patron note is present. If it
is, copy and paste(to the New Note field and change the New Note Type to Request
msg.

Copy and paste the note
/ into the “NEW NOTE”

4. Click the rota button at the top of the screen.
(don't click Submit yet)

The rota screen displays next:



1.6 Releasing a requested item owned by your libr  ary

The rota screen.....

1. Identify your library loca-
tions (if your library has
branches, or is part of a con-
sortium, several locations will
be present) in the preliminary
rota box

2. Click to highlight your library loca-
tion (if more than one member ..to de-
lete in consortium click CTRL/click to
highlight more than one)

3. Click Delete Selection

(A location has to removed one at a time) You may
have to scroll to the right to see the Delete Selec-
tion Button

moved

4. Repeat steps 2 & 3 until each
of your library locations is re-

mit the request

5. Click Submit to sub-

For extremely popular items which are owned by many libraries, like bestsellers,
the request may have the authorization status Check Manual but your library will
not be in the rota. Rotas have a maximum limit of 15 libraries; if your library wasn’t
included in the 15 selected, the software still traps the request for staff review.




1.7 Processing requests which have no rota
(Status is “Idle”; Authorization status is “Check Manual”)

After eliminating the requests owned by your library, the remaining list of requests with
a Check Manual Authorisation status will be comprised of those items for which the
software could not build a rota. The software cannot build a rota for a requested item if
the record does not contain an ISBN, ISSN (International Standard Serial number),
UPC or an LCCN (Library of Congress control number).

NOTE: Also, a library may be rejected from the rota because:
1. A search returns two records from the same library with the same ISBN
2. Alibrary does not own any circulating copies of the item (not to be confused with unavailable
copies); this also includes bibliographic records with no holdings attached.

AV items are sometimes problematic as well. The problem with AV
items is not building a rota, but building a rota that consists of more than
one library. AV request are more likely to fall into the Non Supplied
category rather than the Check Manual category.

If the software cannot build a rota for a request, staff will have to build the rota manu-
ally by searching to identify owning locations and entering the MID numbers into the
rota for the request. The procedure for building a rota manually is illustrated on the fol-
lowing pages.

Important points to remember about building a rota manually
Look at the Details screen of the bibliographic record to identify owning locations,
not the Search results screen; (SEE NEXT PAGE FOR ILLUSTRATION)
Change the Authorization status to “To be authorised,” instead of “Authorised”
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1.7 Building a rota manually (con't)

Search and identify libraries that own the item:
(click on the ‘Details’ of the record to identify libraries, not at the name of the default

library collection name on the search results screen)

LOOK HERE!

NO! Don'’t
look here!

O

The bibliographic details screen displays next, with a holdings box at the bottom of
the screen:

Look up these libraries on the Delivery Manifest to identify their Ohio Libraries
Share: MORE ID numbers. The Delivery Manifest is at http://library.ohio.gov/
dlabels/manifest.php. The MID number is listed in the MID column.

Use those MID numbers to plug into the rota you are building by hand.
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Entering locations into the rota

1. Display the request record. .

2. Choose the action “request” and click the “Action” button.

3. On the ‘ILL Request’ page below, change the Authorization status from
“Authorized” to “To Be Authorised.”

4. Click the ‘Rota’ button now.

Membimem- DEM IECT /D k=
AFLLulvil. Iy wrwJr v 1 fivwLa

=l - - _ Fa== —

L Main | Hota | &% Semvice |l Hequester

i ne, 115507
Enter MID numbers
separated b)// commas.

Freliminary rota |

Tl Delete selection

T adel tn this rta manoally, simply enter the requiyéd lncatinn codes helomae,

saparated by commas, and click on the "add" theyf "submit™ buttons.
Add to rota g Add

5. Enter the MID numbers you found in the Delivery Manifest in the “Add to rota” box,

separated by commas
6. Press the Add button (you may need to scroll to the right to see the add button)

7. Press “Submit” to release the request.

Authorization process complete

At this point, all Idle requests should be authorized and released to responding
libraries.



1.8 Receiving requested items

As responding libraries fill requests, they will be shipped to your library and arrive in a
US Cargo bag. Each item will have a MORE shipping slip which identifies the re-
sponding and requesting library, pickup location, title of requested item, and request
number.

You can process received items individually by retrieving each request record, press-
ing the Action button and changing the status to “Received,” or you can process the
items in bulk. For bulk processing, choose the function button, “Bulk action,” from the

menu on the Requests screen. /

>

The bulk action screen displays next (below).

1. Enter the request numbers separated by commas in the “ILL Numbers” box;
2. In the ‘Action’ drop down box, select “Received”

3. Press submit.

Enter the Requester's request
number found at the bottom of
the Shipping slip

T~

Click “submit” to get to re-
guest action screen, where
you can change the date re-
ceived, if necessary
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1.8 Receiving requested items (cont.)

The request action screen displays next listing the request numbers and listing several
options. The only option that you may want to change on this screen is the re-
ceived date. The received date field will be populated with the current date; you have
the option of changing it. Whether or not you change the received date on this
screen, click “submit” to finish the bulk action process. The system displays a confir-
mation screen titled, “Bulk action authorization report,” and lists the request numbers
processed successfully.

Might want to
change
‘Received Date’

but you don't

Don't forget to click ‘Submit! |

T

After processing the filled requests in Ohio Libraries Share: MORE, follow the in-
ternal procedures of your library for circulating an ILL item (e.g. create a brief re-
cord for checkout, print a local routing slip or use the Ohio Libraries Share: MORE
shipping slip), then route the item to the pickup location. If you retain the Ohio Li-
braries Share: MORE shipping slip for the item, or more importantly, the Request

number, you can quickly access the request record for processing when the patron
returns the item.
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1.9 Messaging with the responder

It is the responsibility of the responder to track their items which are shipped but not

received. The requester may have to respond to messages from a responder ask-

ing for receipt confirmation of a shipped item. To identify request records which

have messages from the responder:

1) Retrieve the request file by Authorization status, “To be Acknowledged.”
Look through the results list for those items with the Last Action of
“Message Indication.”
or 2) From the Request Screen click on the Requestor link, which will take

you to the Borrower Work Queue, then click the applicable number by
“Message”

DO

When you identify the request with the Last Action, “Message-indication,” click
the Action button to respond. You will see the familiar Action Request screen
(displayed on the following page). Select the action “message” and press sub-
mit. The responder’s message will be found at the bottom of the screen in the
Notes field. Enter your response in the New Note box above it, verify that Note
Type is “Send yes” and click submit to send your message to the responder.
See the following page for the screen images.

50



1.9 Answering a message (cont.)

Select the Message action and

press submit

The request action screen displays next. The responder’s message is located at the
bottom in the Notes field.

To send a message back:

1. Type the message in the
New Note field;

2. Leave the New Note type
as Send Yes;

3. Press Submit
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1.10 Identifying and processing Nonsupplied items

Periodically (weekly, perhaps), check the request file for Nonsupplied items. An item
may be nonsupplied because it is not available at any of the locations in the rota. To
identify Nonsupplied items, on the Requests page, choose the status “Nonsupplied.”
Nonsupplied requests can also be retrieved by title, author, patron name, etc., along
with the status “Not Supplied,” or by checking the box on the request search screen,
“Display Not Supplied requests.”

Important points to remember about retrieving Not Supplied requests
They have to be retrieved by status “Not Supplied” or by checking the box “Display
Not Supplied requests” on the request search screen or from the Work Queue un-
der Requester
Not supplied requests do not automatically display in the active list of re-
guests (those with status Idle, Pending, Shipped, e  tc.)

Retrieve “Not-
Supplied” items

D -

T~

Check the “Display Not Supplied requests” box when searching
by title, author, patron, etc.

¢ Troubleshooting tip: if no results display when retrieving a request by num-
ber, title, patron name, etc., check the box “Display Not Supplied requests”
and try the search again.
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1.10 Nonsupplied requests (cont.)

Below are the requests retrieved by the Nonsupplied status. Note that the Authoriza-
tion status has reverted to “Check Manual.” To review the rota and audit trail, click the
Details button to access those options.

Click details to review rota
Rediiester Resiiits | and audit trail (who replied
what and when)

Bull Aictlane (% Shiacr ol |1
Bulk Ac Hin=Splsee sl

! MeoDominotar Bumb-NTOM TO_ ST Retnnncar Suvrmhal
PLL FiULMBHUSSIET IYITIFIN Shd=i i POCE Sy Tinh

= Enint Hulk[]
= Fnnt | Buk] |
amnmann aTenn SanaTTe caToT0C a0Rmn
T e A
The easy Wway 10 S1op SimioKi
LRy v ima o on
SHAilE, NIT aUppledus Jan £ Y
| aral Channe Rani L e B Norale | Sl amanloba BN Aclnasladen | A2 Crint =T |
Locaiinange ~edq = Action =2 Eais weLompiete || & Acknowiedge | L=rnnt ) SuRid

After clicking on “Details”, you can review the rota and audit trail....

/

Click responder to Click audit to deter-
determine the loca- mine the responses
tions in the rota from individual loca-
tions
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1.10 Nonsupplied requests (cont.)

The patron can also view his request file and determine the status of individual re-
guests. A nonsupplied request in a patron’s request file looks like this:

X

Clicking the details button displays the bibliographic‘@ord used for the
request. The patron can refer to this information when re-submitting his
request, although he will have to start the process from the beginning
(search, identify record, place request)

Resubmitting a nonsupplied request

An existing request record with a status of Not Supplied cannot be reactivated. How-
ever, you can submit a new request for the item and try again. Print the details for the
request (using the Print button on the request record) to obtain the bibliographic and
patron information for the request, and place the request again. See section 1.3 for
instructions on placing a request for a patron.
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1.11 Returning items to responder

After your patron returns the requested item, process it in the Ohio Libraries Share:
MORE system by:
Changing the status to “Returned” (either in bulk action or by actioning each re-
guest record individually)
Printing the Standard Return list from the Reports menu;
Reports are stored in Adobe Acrobat, which has two implications:
1) a delay of a few seconds to load the report after clicking Submit;
2) the installation of Acrobat Reader on the PC used for Ohio Libraries Share:
MORE to view the reports;
Printing a Delivery bag label for the “Return To” location identified on the Re-
turn slip; (Delivery bag label file is available at
http://library.ohio.gov/dlabels/chooselabel.php)
Or if you choose to keep the Combined Shipping/Returned report in the item or
filed there is no need to reprint the Standard Return Report.

¢

Troubleshooting tip #1:  if the Return slip doesn’t display after running the Stan-
dard Return list report (i.e. system responds “no report data found for requested ac-
tion”), go to Batch Reruns on the Reports menu to view the Return list report. If the
Return slip displays there, the problem is likely caused by double-clicking when
pressing the Submit button.

Troubleshooting tip #2:  if you need to re-run a report , or a section from a report,
(picklist, return slip, shipping slip), go to Batch Re-runs on the Reports menu, select
the desired report, and press submit to re-run. If you only want selected pages, use
the Adobe Acrobat Reader Find command (click on the binoculars icon) or use the
page navigation feature at the bottom of the screen to isolate the desired section,
then print.
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1.12 Tracking the status of requested items

If a patron calls and asks for the status of a request, you can audit the request
trail in Ohio Libraries Share: MORE. You can access the request file by a patron
name in addition to the bibliographic retrieval points.

1. Once you identify the request,

2. Choose the Details button on the Request Results screen, and a list of op-

tions will display. Details button

—
O

3. The Responder button on this new screen will identify the libraries in the rota as
well as the current responder.

OR

3a. The Audit button on this screen will display all the actions taken on the request

4. By then clicking on Simple Search you can search by patron barcode, name,
title, ILL number, request due date, and responder code.

This is the end of the REQUESTOR section
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2. Responder section

2.1 Responding to requests from other libraries

Checking the request file daily means checking both the responder and requester file.
To identify items requested from your library, print a Standard Picklist instead of re-
trieving the request file. The picklist is a report found on the reports menu. Once on
the Reports page, select the report, “Standard Picklist,” and leave the dates section
blank, so all requested items will be included in the report.

OCLC PICA Support

[usweb02]

State Leave dates blank to
' Library include all requests
o Ohio
m Leave dakes blank to
include all requests.
AN ‘*

>

Reports (shipping, return, and picklists) are encoded in Adobe Acrobat; verify that
Adobe Acrobat Reader is loaded in your PC before running a report. Use the Adobe
Acrobat print function (click on the Printer icon) to print the picklist report when it dis-
plays on the screen.
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2.1 Responding to requests from other libraries (con't)

Libraries with a low volume of requests coming in can ask the OLS:
MORE staff at the State Library of Ohio to be notified via email of
every request that might come into your picklist as a responder.
This is called an email alert . This way, you won’t have to run a
picklist daily, only to find that there is nothing there most time.

1. According to the Principles of Cooperation every OLS: MORE library is sup-
posed to check their Pick List daily to see if there are any requests that may
need to be filled

2. Some libraries don't get requests every day and this can be a cumbersome
process.

3. If you get, on average, no more than 2 or 3 requests per week, you may
want to be alerted via email when something is on your pick list.

4. We can set you up to be alerted via email when requests show up on your
pick list. This eliminates you needlessly logging in and checking every day,
just to find out there's nothing there.

5. This feature is for the following people: Those who have low volume re-
guests, those who check their email every day, those who don't want to log
into MORE every day just to see that they don't have requests

6. Please understand, if you don't check your email every day, this is no t
for you; if you get a substantial amount of requests weekly, this will drive you
crazy.

7. If you would like to sign up for this feature, please contact the OLS: MORE
staff at the State Library via email, olsmore@sloma.state.oh.us.
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Viewing the picklist

Can retrieve request
record for processing

Q/ after searching shelves

Can search your catalog by ISBN/
ISSN to quickly identify record
For item

Responding to requests

Once you run the picklist, search the items in your catalog to identify their availability.
One of the three situations listed below will result and the corresponding action you
take in OLS: MORE is provided....

Situation Action taken in OLS: MORE
1. Item is on shelf and can be pulled 1. get the item; respond “Shipped”
immediately

2. Item is available but in a remote location 2. respond “Answer Hold” to extend the
(another branch); expiration date. Place hold on item
in your local catalog; when it arrives
change status to “Shipped.”

3. Item is checked out or unavailable respond “Nonsupply”

When responding to requests, the software provides many options, but to
keep the request process moving and to provide faster service to patrons,
we are emphasizing two responses: 1) Shipped; and 2) Nonsupply.

Procedures for each of the situations above are given on the following pages ...
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2.1 Responding to requests (cont.)
1. Item is on shelf and can be pulled — Answer ‘Sh  ipped’

O

Access the bulk action function in the Requests menu;

Enter the request numbers of available items from the picklist (separate by com-
mas!)

Choose “Shipped” as the Action

Click Subnyit

On the Shipped Action screen, you can enter a due date. It does not govern the
transaction \with the patron, but it can serve as a tracking mechanism for items
loaned by your library.

Click Submit to process the request.

In the circulation function of your local automated system, check out shipped items
to the generig OLS: MORE patron.

60



2. Item is available _in a remote location — Answer Hold
Requests expire in three working days (counted between Monday-Friday, including
holidays). To prolong the life of a request while waiting to retrieve the item from a re-
mote location, like a branch, use the Answer Hold action:

Access the Bulk action function in the Requests menu;

Enter the request numbers of available items from the picklist (separate them by
commas!)

Choose “Answer Hold” as the Action

On the Answer Hold action
screen the estimated date
available will be populated
with today’s date; enter a
date one or two days past
the request expiration date.

CAUTION!

Use only as directed, for available items in remote locations
Not effective against items which are checked out (Answer Nonsupply for these)
Unprescribed use can cause delays in the requesting process and irritability among
requesters
To retrieve a list of requests that have been actioned as “Answer Hold,” go to the Re-
guest Search screen, enter the Status, “In Process,” and Last Action, “Answer Hold.”
(The Answer Hold action does not change the status from In Process)
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2.1 Responding to requests (cont.)

3. Item is unavailable— Answer Nonsupply
If an item is checked out, noncirculating, on the hold shelf, or otherwise unavailable,
action the item and change the status to Answer Nonsupply:
- Access the bulk action function in the Requests menu,;
Enter the request numbers (separated by commas!) of unavailable items from the
picklist
Choose “Answer Nonsupply” as the Action
Click Submit
On the Answer Nonsupply Action screen, you can enter a reason for not supplying
the item in the Reason box. (If you choose this option, you will need to sort the
nonsupplied requests by Reason and process them in like groups)
Click Submit to process the request.

2.2 Retrieving responder file by Expiration date

You can prevent requests from expiring in your responder file by retrieving it by the
category of Expiration Date, which is a retrieval option in the “Other Fields” section of
the Request Search screen. To identify requests which may expire:
- Bullet your library role as responder;
Select the option “Expiry Date” under Other Fields and enter today’s date
Press submit
If any requests display, print the list and check them again your local catalog to
determine if they can be supplied.
Follow usual procedures (shipped, answer non-supply, etc) at this point.

-

Enter today’s date

\
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2.3 Recalling loaned items

Using the Recall command to retrieve loaned items is not recommended. When
considering the Principles of Cooperation point #7 (loan periods conform to the bor-
rowing library’s lending policies and do not exceed six months) and factoring in the
lack of a standard procedure for recalling items, it becomes evident that time spent
in this area will not produce any results. If a patron requests an item that you have
loaned through Ohio Libraries Share: MORE, go into the Ohio Libraries Share:
MORE system and request this item for your patron from another library.

2.4 Preparing shipped items for delivery

After retrieving the requested item and changing its status to “Shipped,” prepare
the items for delivery to the requesting library. To prepare an item for shipping,
use the software to print a shipping sleeve and put the item in a US Cargo bag la-
beled with the address of the requesting library.

To print a shipping list:
Access the reports menu on the left hand side of the main screen,;
Choose the report, “Standard shipping list;”
Leave dates blank;
Press submit;
Click on the printer icon to print the reports.

Remember to check out the shipped item to the
generic Ohio Libraries Share: MORE patron

Troubleshooting tip #1 : if the Return slip doesn’t display after running the

¢ Standard Return list report (i.e. system responds “no report data found for re-
gquested action”), go to Batch Reruns on the Reports menu to view the Return
list report. If the Return slip displays there, the problem is likely caused by
double-clicking when pressing the Submit button.

Troubleshooting tip #2:  if you need to re-run a report, or a section from a
report (picklist, return slip, shipping slip), go to Batch Re-runs on the Reports
menu, select the desired report, and press submit to re-run. If you only want
selected pages, use the Adobe Acrobat Reader find command (click on the
binoculars icon) or use the page navigation feature at the bottom of the screen
to isolate the desired section, then print.

Print a bag label
Print a Delivery bag label for the “Ship To” location identified on the Shipping slip
(Delivery bag label file is available at http://library.ohio.gov/dlabels/chooselabel.php)
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2.5 Receiving returned materials

Returned materials will also arrive at your location in a Delivery bag. Each item should
have a Ohio Libraries Share: MORE return slip identifying the responding library loca-
tion, title of the item, and Ohio Libraries Share: MORE request number (use the Re-
sponder Request number at the bottom of the slip).

In the Ohio Libraries Share: MORE requests menu, again use the Bulk Action function
to change the status of returned items to “Checked In.” Click ‘Submit.” Items with a
checked in status are automatically dropped from the responder’s request list (and the
requester’s as well).

-

Checked In!
\
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2.6 Monitoring loaned items

There are several methods to monitor loaned items:

1. Retrieving the responder file by the status Lost;

2. Retrieving the file by due date (if a due date was entered when an item was
Shipped);

3. Monitoring the file for messages;

4. monitoring items checked out to Ohio Libraries Share: MORE patron in your local
system

1. Retrieving the responder file by the status Lost An item may be lost by the patron, in
which case the requesting library will collect the fines/costs, then action the item and
change the status to “Lost.” However, the responding library will need to monitor
loaned items to remove the item from its inventory. Retrieving the responder file by the
status “Lost” will display any items that have the status Lost set by the requester and
will identify any items that need to be removed from your local catalog.

2. Retrieving the file by due date

If you entered a due date when changing an item to Shipped, you can retrieve the re-
sponder file by due date. The Request search screen has this option in the “Other
fields” area located in the bottom half of the screen. Click on the drop down box which
currently displays “Request #” and choose the option, “Due Date.” Enter the date in
the specified format (e.g. 9 oct 2003) to retrieve the requests. The responder file will
display those requests due on this date, regardless of their status. You can use the
messaging capability (see p. 38 for instructions on messaging) to follow up on requests
that are delinquent. After messaging with a requester and identifying Lost items, you
can change the status of these items to Lost.

3. Monitoring the file for messages

To monitor the responder file for messages from requesters, retrieve the Responder
file by the Authorization Status, “To be Acknowleged,” and look for requests with the
last action “Message-Indication” to identify requests containing messages. Click the
Details button of a request to view the note. To respond to the message, choose the
Action “message” and insert the response in the New Note field. Leave the New Note
Type as “Send Yes.”

4. Monitoring items checked out to Ohio Libraries Share: MORE patron in your local
system

Items that are loaned to other libraries are also checked out to a generic Ohio Libraries

Share: MORE patron in your local system. You can monitor this patron record to iden-

tify items which have been checked out for an extended period of time and use the Re-

guest search screen to retrieve these requests by title, author, etc. to view the request

records and message with requesting libraries about the disposition of these items.
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For Help.....

1. Consult the resources for library staff at http://library.ohio.gov/IT/MORE/

Resources
2. Contact the OLS: MORE staff at the State Library of Ohio at

olsmore@sloma.state.oh.us
3. OCLC is also available to assist with technology trouble. Please go to

https://servicedesk.oclc.org and open a trouble ticket.

VDX Online Help

Is available by clicking on ‘Help’ along the left of the screen
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Appendix A. Status information

Statuses

Cancel Pending — status initiated by the requester to cancel a request. A request
cannot be cancelled once the status is Shipped. The Cancel Pending command has
to be issued to each library in the rota to successfully cancel a request; it may be
easier to received the item and return it to the responder.

Cancelled — the status the responder uses to reply to a cancel pending action.

Checked in — the status set by the responding library when an item has been re-

turned to them.

Idle— request has not been authorized and released to responding libraries

In process — status displayed in the responder’s file to indicate requests that are wait-
ing for action.

Lost — set by a library (either responder or requester) for an item which is known to be
lost. Once a status is set to lost, it cannot be undone or changed to another status.

Pending — status displayed in the requester’s file to indicate an authorized request
which has been released to responding libraries. The requester sees the Pending
status; responding libraries see In Process status.

Not Supplied — status used to identify a request which could not be filled any re-
sponders in the rota. Once the rota completes its rotation and finds no lenders, the
status is set to Not Supplied.

Received — status set by the requesting library to show that the shipped item has
been received.

Returned — status set by the requesting library to show that the requested item is now
en route to the responding library.

Shipped —status set by the responding library to indicate that the requested item is or
will be shipped.

Authorisation Statuses

Automediated:AuthManual — shows that the rota has been built but the request has
not been authorized, either because the patron has included special instructions in
the request record and/or the library has chosen manual authorization of requests.

Check manual — the software could not build a rota; or the item is owned by the re-
questing library.

Processed — request has been authorized or actioned by the responder/requester.

To be acknowledged — an action has been taken on the request that is awaiting a re-
sponse (e.g. responder replied “Shipped” and the requester now needs to Receive
the item).

To be authorised — do not confuse with “Automediated:AuthManual,” because this
status shows that the rota has not been built. The software has not built a rota or
authorized the request yet. You cannot authorize a request with this status unless
you build the rota manually.
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Appendix B. Status by role

Statuses used by Requester
Idle — status set by the software for a new request which has not been authorized.
Pending — request has been authorized and released to responding libraries. Note:
the requester does not set this status, i.e. choose this from a list of options; the re-
guester selects the action “request” and the Authorization status, “Authorised.” Soft-
ware responds by changing the status to Pending.
Received — requester has received shipped item from responder.
Returned — requester is returning item to responder.
Lost — requester’s patron has claimed the item lost; requester sets status to Lost to

notify responder to remove item from inventory. Once a status is changed to Lost, it
cannot be undone or changed to another status. Lost is a final action.

Statuses used by Responder

In Process — status set by the software when a Pending request enters the re-
sponder’s request file.

Shipped — responder has located the item and has shipped, or is in the process of
shipping, the item to the requester.

Nonsupply — responder does not have an available copy. When a responder an-
swers nonsupply, the status either changes to Nonsupply (responder is last location
in the rota) or Pending/In Process (responder is followed by other locations in the
rota).

Checked in — responder has received returned item from requester.

Lost — responder’s item has been lost. Once a status is changed to Lost, it cannot
be undone or changed to another status. Lost is a final action.
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Appendix C. Using Status and Authorisation information
to retrieve request categories

Library role: Requester
Cateqgory Status Authorisation
New requests which need Idle AutoMediated:AuthManual
routine authorization

New requests for which there is Idle Check Manual
no rota
New requests, items are owned by your Idle Check Manual
library
New requests which have a note Idle AutoMediated; AuthManual

entered by the patron

Authorised requests which haven’t Pending
been filled

Authorised requests that have been Shipped
filled

Authorised requests that can't be filled Nonsupplied

Library role: Responder

Category Status
Requests waiting for action from you In process
Requests that you've supplied Shipped

(for items that have been shipped and received, look for status “Shipped” with a
last action of “Received Indication.” You can't retrieve a request with this criteria,
but you can look for it on the request search results screen)

Items claimed lost by requester Lost
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Appendix D. Suspending a location

You can suspend a location to reflect periods of inactivity due to closings or other cir-
cumstances. A location can be suspended to reflect either a full closing (patrons/staff
cannot make requests, AND the library does not go into rotas) or a partial closing
(EITHER no requests, or no rotas).

To edit your location record for a full closing:
1. Sign on using your staff account
2. Click “Location” menu button, then “

dit own” function button at the top.

3.Change Interloan status box to “Not an ILL participant” and Suspension to “Cannot make
requests”

4.Enter the effective beginning and ending dates

5.Press Submit button to record the change.

Reminder: When your library re-opens, edit your location record again and “unsuspend” your
location by changing the Interloan status, Suspension, and Dates boxes to “blank”
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Appendix D: Suspending a location (con't)

To suspend your location for a partial closing:

1.
2.
3.

4.

Sign on using your staff account

Click “Location” menu button, then “Edit own” function button at the top.
Change “Interloan Status” to appropriate choice; Requesting Only, Re-
sponder Only

Change “Suspension” to one of the following, depending on the circum-
stances:

a. cannot be picked for rota— your location will not go into any rotas during
the suspension period

b. will be skipped when the rota moves on*— your location will go into rotas,
but if your turn comes during the suspension dates, the rota will automati-
cally move on to the next location

c. cannot make requests— staff or patrons will not be able to place requests
during the suspension period.

*prefer this setting over cannot be picked for rota because it is less disruptive
to your location and the rest of the Ohio Libraries Share: MORE Libraries by
permitting routine building of rotas.

5. Enter the effective beginning and ending dates

6. Press Submit button to record the change.

Reminder: When activity resumes, edit your location record again
and “unsuspend” your location by changing the Interload Status,
Suspension and Dates boxes to “blank”
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Appendix E. Blocking a patron in Ohio Libraries
Share: MORE

A patron can be blocked in Ohio Libraries Share: MORE and prevented from accessing
the system, even if he does not have fines or blocks in his patron record in the local
library automated system. To block a patron’s record in Ohio Libraries Share: MORE:

Sign on as staff.

Access the User menu

Search under the patron’s barcode or last name

After identifying the patron record from the Results screen, click “Edit.”

O

PowbdPE

5. Change the
Banned field from
“No” to “Yes”

6. Press ‘Submit’
to store the
change.

To unblock a patron:
Access the patron’s record following the steps above and change the Banned field
from “Yes” to “No.”
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Appendix F: Patron request limits in ZPortal

There are two ways to set limits on Patron Request:

1. A static limit

Once the patron reaches a predetermined number of

items requested then they can't request any more items until the request is
completed.

2. A Rolling Request.
A patron can only make 5 requests within any 5-day period.

For instance, if you have five requests by day 5, on Day 6 the request from
day 1 will drop off the patron’s list so they can request another book.

In this instance, the request from day 1 is not cancelled, its really still there,
its just not counted against your limit anymore.

**Talk to OLS: MORE staff at the State Library to choose the type of limit
you would like to set for your library.**
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