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So a patron comes into the library

Question No. 1

Does the patron need an 
item or a photocopy of 
a journal article?



Patron wants to borrow an item

Any type of library material 
is usually available for 
interlibrary loan
• Books

• AV material

• Microfilm

• Whole issues of periodicals 
(limited availability)



Rule no. 1

• Always start locally

• Check your own library catalog for the 
item (sometimes patrons don’t search 
thoroughly)

• Check your regional library system 
catalog (LLSAP) in MLS this is SWAN

• Then broaden search to include other 
resources - FirstSearch and I-Share



Search SWAN 

http://swan.mls.lib.il.us
Search by keyword, title, author

http://swan.mls.lib.il.us/


SWAN Advanced Search Screen



Shows library/location, call number 
Shows shelf status or actual due date
Number of holds on title

SWAN Brief Bibliographic Record



If you are a SWAN library or Internet 
Access library

•You can place a hold for the item if on shelf or 
in circulation

•Then call the owning library where the item is 
on shelf to expedite the process (option)

•Or let the computer choose a library to 
request the item from automatically

•If patron is in a hurry and they have a valid 
public library card they can go to the owing 
library and check the material out (RB)

If you locate the item in SWAN



If you locate the item in SWAN

If you are not a SWAN library

• Check the MLS ILL Policy Directory for 
contact information and ILL policies

• Complete an ALA ILL request form

• Route to owning library via fax, mail, or 
delivery

• OR if patron has a valid public library card 
they can go to the owing library and 
check the material out (Reciprocal 
Borrowing)

http://www.mls.lib.il.us/resource_sharing/ill/dl-search.asp


ALA ILL form

• http://ala.org/ala/rusa/protools/reference
guide/illformprint.pdf Adobe PDF

• http://ala.org/ala/rusa/protools/reference
guide/illformprint.doc MS Word doc

http://ala.org/ala/rusa/protools/referenceguide/illformprint.pdf
http://ala.org/ala/rusa/protools/referenceguide/illformprint.pdf
http://ala.org/ala/rusa/protools/referenceguide/illformprint.doc
http://ala.org/ala/rusa/protools/referenceguide/illformprint.doc


If you are a SWAN library

• Circulate the item on SWAN to patron

• You can shorten a due date but not 
extend it without a renewal

• Upon checkin from patron, follow 
SWAN prompts to route on to 
another library or back home

Processing SWAN materials



Processing SWAN materials

If you are not a SWAN library

• Item should have paperwork 
enclosed with due date on form or 
book band

• You can shorten a due date but not 
extend it without a renewal

• When returned by patron update 
paperwork and readdress book band



It’s not on SWAN, what now?

• Search FirstSearch WorldCat database

http://firstsearch.oclc.org

• Some interesting WorldCat statistics 

http://www.oclc.org/worldcat/statistics/
default.htm

http://firstsearch.oclc.org/
http://www.oclc.org/worldcat/statistics/default.htm
http://www.oclc.org/worldcat/statistics/default.htm


FirstSearch



FirstSearch List of Databases

Provided by 
the Illinois 
State Library 
on an annual 
basis, 
individual 
databases can 
change from 
year to year



FirstSearch Advanced Search screen



• Search by author, title, keyword or 20 
other ways

• Limiters available on Advanced Search 
screen

• Once you have found the right record, 
display locations (all, regional, state)

Requesting materials found on 
WorldCat



Holding libraries display for Non-
OCLC libraries

Click on 
library 
name to 
view their 
catalog



Holding libraries display for OCLC 
libraries

Click on library 
name to view their 
catalog
If you are an OCLC 
ILL participating 
library
•Click on question 
mark to view their 
ILL policy
•Click on code to 
enter lenders in 
string 



If you participate in OCLC ILL

• Create a online request by selecting 
up to five potential lenders from 
the list of libraries

• If material is AV, microfilm, new, or 
potential non-circ - check library 
policy

• Monitor Request Manager file for 
item after creating request



Request Manager



As a borrower As a lender

Expired Pending

Unfilled Renewal Requests

Conditional Conditional Pending

Shipped Retry Pending

You need to check your files daily Monday 
through Friday

Monitoring Request Manager



OCLC WCRS* tutorials

http://www.oclc.org/us/en/support/training/
firstsearch/tutorial/

*WCRS    WorldCat Resource Sharing

http://www.oclc.org/us/en/support/training/firstsearch/tutorial/
http://www.oclc.org/us/en/support/training/firstsearch/tutorial/


Rule no. 2

• You can not link out of 
WorldCat Resource Sharing 
and place a request on 

I-Share

• You must go direct to

I-Share to request material



• Search I-Share (formerly known as 
Illinet Online – “IO”)

• Every member of Illinet has a 
Borrower ID to request materials 
from the I-Share libraries

• Materials are routed to your library 
via ILDS and your system delivery 

Found at an I-Share library on FS



I-Share

• https://i-share.carli.illinois.edu/uc/

• I-Share includes the resources of 76 
Illinois libraries belonging to CARLI, 
the Consortium of Academic & 
Research Libraries in Illinois

• 74 academic libraries with one 
special (Newberry Lib.) and one 
school (IL Math and Science 
Academy)

https://i-share.carli.illinois.edu/uc/
https://i-share.carli.illinois.edu/uc/
https://i-share.carli.illinois.edu/uc/
http://www.carli.illinois.edu/
http://www.carli.illinois.edu/


Checking Your Account in I-Share



I-Share Patron Record



• Have the capability to cancel 
pending requests by selecting them 
under the “Request Information” 
area  

• Have the capability to renew items 
by selecting them under the “Items 
Checked Out” area

• Requested materials will be 
delivered via ILDS and include due 
date information

I-Share



Update your I-Share account

• Check your account to make certain 
information is accurate 

• To update your info use form 
available at 
http://www.carli.illinois.edu/mem-
prod/I-Share/docs/change_info.pdf

http://www.carli.illinois.edu/mem-prod/I-Share/docs/change_info.pdf
http://www.carli.illinois.edu/mem-prod/I-Share/docs/change_info.pdf
http://www.carli.illinois.edu/mem-prod/I-Share/docs/change_info.pdf
http://www.carli.illinois.edu/mem-prod/I-Share/docs/change_info.pdf
http://www.carli.illinois.edu/mem-prod/I-Share/docs/change_info.pdf


Returning materials 

• Items borrowed from in-state 
libraries usually are returned via ILDS 

• Use new ILDS routing label 
http://www.illinoisdelivers.net/PaperILDSlabel.pdf

• Update your records (paper or OCLC)

• Route item home following supplying 
libraries return conditions



Let’s Review Loans

• Search local catalog

• Search regional LLSAP (in MLS this is SWAN)

• place hold or use ALA

• Search FS WorldCat 

• Request from I-Share directly if found

• Request from in-state FS locations (free)

• If not an OCLC ILL participant you can 
request item using an ALA ILL form

• If MLS suburban library- request from 
MLS Resource Sharing if all locations out 
of state - option

http://www.mls.lib.il.us/resource_sharing/ill/ill-request.asp
http://www.mls.lib.il.us/resource_sharing/ill/ill-request.asp


Items not located on SWAN,
I-Share, or in-state FirstSearch

• Request from MLS Resource Sharing 
using online forms (MLS suburban 
member libraries only)

• In-state requests are free

• Out of state requests $3.00 fee if 
we obtain item- quarterly billing

• MLS Suburban members submit 
requests for any items you are 
unable to verify



Your patron wants an article-
attempt to verify article first

• Does patron have a bibliography or 
citation

• Verify title using FS journal databases

• ArticleFirst

• ECO

• MEDLINE (medical)

• ERIC (education)

• PerAbs and WilsonSelect – no longer 
available



Rule no. 3 
check for full-text first

• Check electronic resources available 
in your library

• Check the MLS ULS, if found request 
using an ALA ILL form

• Check for journal title in FirstSearch

• Consider a Google search for journal 
title (associations especially)

http://www.mls.lib.il.us/resource_sharing/uls/search.asp


• Education Resources Information 
Center

http://www.eric.ed.gov/

Check ERIC 

http://www.eric.ed.gov/


• ED # originally distributed to ERIC 
depositories on microfiche

• Concordia Univ. a good source in MLS

• EJ # originally published as journal 
articles

• Access and some full text available 
via FirstSearch or directly at

http://www.eric.ed.gov/

ED or EJ?

http://www.eric.ed.gov/


Google Scholar



Google advanced search 



Why full text

• Patron’s instant gratification assured

• You don’t need to count it for copyright 
compliance (CCG or CCL)

– Database vendor has negotiated royalty with 
copyright holder

• Often can be delivered directly to patron’s 
email account



Requesting a photocopy

• Make certain you include 
information on the article you are 
requesting on whatever form you 
use

• Journal date, issue, number, page 
numbers

• Article author or editors

• Article title

• CCG or CCL copyright compliance

• Amount willing to pay or LVIS 
affiliation



CCG

Publication date is within the last 
five years and your library does 
not subscribe to the journal

– Only five copies per title per year

– Only one article per issue per 
patron



CCL 

Publication date is more than five years old or 
your library subscribes to the journal

– No limit on the number of copies you can 
request



Other guidelines

• Copy requests must be in 
writing, no phone requests

• One article per request

• Records of filled requests 
must be kept for three years 
by the requesting library



Once you reach your limit

• You may send your patron to an 
owning library to copy the article

• Check again for full text availability

• Wait until next year – calendar year

• Fill by ordering from a document 
supplier or contact the CCC

• You may want to consider a 
subscription to the journal



After exhausting MLS ULS

• MLS Suburban members can request 
from MLS Resource Sharing using online 
form

• Indicate your willingness to pay $3.00

• Indicate whether full text is acceptable

• Call our office with rushes (24 hr 
deadline)

• Indicate either CCG or CCL

• There is no charge if we can obtain from 
in-state suppliers for free 

http://www.mls.lib.il.us/resource_sharing/ill/copy-request.asp
http://www.mls.lib.il.us/resource_sharing/ill/copy-request.asp


Important guideline

Warning notices should be posted on 
any equipment that allows 
reproduction of copyrighted works 
(this includes computers and/or 
printers



As a supplier

You now must include the copyright 
information for the 
journal/material with the 
photocopy fill or if this information 
is not available stamp article with a 
compliance statement



Let’s Review - Copies

• Search for full text at your library

• Search for full text on FirstSearch

• Play around on Google & Google 
Scholar

• Check ERIC for education titles

• Request photocopy via ALA or 
FirstSearch

• Submit request to MLS RS when 
appropriate



Questions ??


