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Interlibrary Loan Process (Staff View) 
 

 
 

Access WorldCat Resource Sharing at the FirstSearch logon screen: http://firstsearch.oclc.org 
 
Interlibrary loan staff may enter their ILL authorization and password for direct access to the 
Staff View. 
 
 
 

 

 

 

 

 

 

 

 

 

 

http://firstsearch.oclc.org/
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Requesting an Item 

Searching 

 

 
If you want to search for an item, go to the searching tab at the top of your screen.  Your page will look 

similar to the page displayed below.   

 

 

You may search for an item by a variety of methods; however, for most items, a Title, Subject, or Author 

search will allow you to easily locate the item.  Type the title, subject, or author of the item in the box 

next to “Search for:” and use the drop-down menu to change to the appropriate search method.   You 

may limit searching by type, subtype, availability, and rank for more advanced searching.  Once you have 

your desired search criteria entered, click on the “Search” button at the bottom.   
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My Account  |  Options  |  

Policies Directory  |  

Comments  |  Exit  |  Hide tips   

Title, Author, 
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goes here 

Use drop-
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to change 

search 

method to 
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or Subject. 

Click here 

to begin 

searching 

http://firstsearch.oclc.org/WebZ/FSPage?pagename=home:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0
http://firstsearch.oclc.org/WebZ/FSPage?pagename=alldbs:entityqsquery=:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0
http://firstsearch.oclc.org/WebZ/FSFETCH?fetchtype=fullrecord:next=html/record.html:bad=error/badfetch.html:resultset=1:format=FI:recno=1:numrecs=1:entitylibrarycount=167:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0
http://firstsearch.oclc.org/WebZ/FSPage?pagename=sagepage:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0
http://firstsearch.oclc.org/WebZ/FSPage?pagename=sagepage:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0
http://firstsearch.oclc.org/WebZ/FSSaveSearchFrom?saveViewFromPage=general:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0
http://firstsearch.oclc.org/WebZ/FSPage?pagename=prefs:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0
http://firstsearch.oclc.org/WebZ/SageILLPoliciesDir?action=https%3A%2F%2Fillpolicies.oclc.org%2Fipd%2FNewSearch.do:timeout=standard:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0
javascript:popup('Comments')
http://firstsearch.oclc.org/WebZ/FSLOGOFF?logoffmethod=user:next=html/login_en.html:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0
http://firstsearch.oclc.org/WebZ/FSPage?sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0:pagename=advanced:entitycurrecno=1:entityhidetopbox=true
http://firstsearch.oclc.org/WebZ/FSPage?pagename=advanced:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=7:0
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Search Results 
The results of your search should look similar to the screen below.   You will need to scroll through the 

results until you find the correct item.   Once you find the item you wish to borrow, click on the title as 

illustrated to display a more detailed record.  
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the item’s 
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Locating the Item 
As part of this detailed record, you will see a link to “Libraries that Own item.”  You may also choose the 
“Libraries” icon at the upper left portion of the screen.  Both options allow you to view the list of 
libraries that own the item, their OCLC symbol, and their supplier status, along with a link to their policy 
information. 
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Selecting a Library 
By clicking on the libraries icon or “Libraries that own this item,” you will see a screen similar to the one 

below.  This shows, in alphabetical order, the libraries that own the item, whether or not the library is a 

supplier, and the library’s code.   If you would like to see the lending library’s policies (fees, duration of 

loan, delivery methods, etc.), you may click on the “?” next to the library’s code.   
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To select the library or libraries from which you would like to borrow the item, click once on the library’s 

code.  This will place the library’s code in one of the “Lenders” boxes at the top of the page.   You may 

select more than one lender in case the first lender is unable to deliver or loan the item.  This will NOT 

result in duplicate items being sent.   At any time you may click on the “Clear” button and reset the 

“Lenders” boxes, allowing you to start over.  When the desired lenders are in the “Lenders” boxes, click 

on the “Transfer to ILL Staff workform” button.  
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ILL Staff Work Form/Submitting a Request 
You will now see the ILL Staff Work Form on your screen.   

The question mark (?) at the end of each field gives you help for that particular field. 

 

 

 
 

 

Once any editing that is needed is completed, scroll to the top or bottom of the record and click on 

Submit.   You’ll receive a message that your ILL request was sent successfully, and your request is now in 

process. 

Your resource sharing request was sent successfully. 

Click for 

help with 

field 

 

Submit

  

Save Reset Submit

  

Save Reset 
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Receiving an Item 

 

You may manage your ILL requests by clicking on the “Resource Sharing” tab at the top of any page.  

This will take you to the Request Manager.  The Request Manager contains messages you receive from 

other libraries or from the OCLC ILL system regarding the status of your requests.   

 

   

Under the “Borrowing” section of the Request Manager, you will see the status of the requests you have 

entered.   The “Online Produced” category contains all of the requests that are pending responses from 

the lender.  The “Shipped” category tells you the items that have shipped and are on their way.  Once 

you have received the item, you must update this information in the system.  Click on the number under 

“Qty” under the “Shipped” category.   
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My Account  |  Options  |  
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http://firstsearch.oclc.org/WebZ/FSPage?pagename=home:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0
http://firstsearch.oclc.org/WebZ/FSPage?pagename=alldbs:entityqsquery=:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0
http://firstsearch.oclc.org/WebZ/FSFETCH?fetchtype=fullrecord:next=html/record.html:bad=error/badfetch.html:resultset=1:format=FI:recno=1:numrecs=1:entitylibrarycount=167:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0
http://firstsearch.oclc.org/WebZ/FSPage?pagename=sagepage:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0
http://firstsearch.oclc.org/WebZ/FSPage?pagename=sagepage:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0
http://firstsearch.oclc.org/WebZ/FSSaveSearchFrom?saveViewFromPage=general:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0
http://firstsearch.oclc.org/WebZ/FSPage?pagename=prefs:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0
http://firstsearch.oclc.org/WebZ/SageILLPoliciesDir?action=https%3A%2F%2Fillpolicies.oclc.org%2Fipd%2FNewSearch.do:timeout=standard:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0
javascript:popup('Comments')
http://firstsearch.oclc.org/WebZ/FSLOGOFF?logoffmethod=user:next=html/login_en.html:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0
http://firstsearch.oclc.org/WebZ/FSPage?sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=8:0:pagename=advanced:entitycurrecno=1:entityhidetopbox=true
http://firstsearch.oclc.org/WebZ/FSPage?pagename=advanced:sessionid=fsapp10-45583-fiqe6ld4-vxgi7i:entitypagenum=7:0
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You will be taken to a screen similar to the one above.   You may view the item’s due date, indicating 

when the lender is expecting the item to be returned.  Once you have received the item, you must 

communicate this information to the lender.   The system will automatically check the box at the top of 

the screen to indicate that you wish to receive the item with the current date, indicating that it was 

received today. (You may choose the “Edit” button to change the date, indicating that the item was 

received prior to today’s date.)  Click on the “Update” button to receive the item. 
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you have 

received the 

item 

Make 
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is checked 
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You will then see that your record has been updated to reflect that the item has been received.    
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Returning 
When you are ready to return an item, go to the “Resource Sharing” tab as described in the 

Receiving instructions.  In order to locate the record of the item you wish to return, you will 

have to “Search Active Requests.”  Enter the Title, Author, or other unique identifier in the box 

next to “Search Active Requests” as shown.  Use the drop down menu on the box to the right to 

search by the proper category.   Once all of the information is entered, click on the “Search” 

button to the right of the boxes.   
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search 
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Your search will take you directly to the record of the item you wish to return.  The system will 

automatically fill in the “Return with Today’s Date” option on the next screen.  However, you 

may request a renewal by selecting the “Renewal Request” option directly below and entering 

the desired due date in the box to the right of this option.  Once you have chosen the correct 

option, click on the “Update” button directly below to update the record.   
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Click on the “Update” button and you will again see a screen indicating that your return or 

renewal has been processed.   

 

 

If you are returning the item, this completes the borrower’s portion of the ILL process.   If you 

are requesting a renewal, the lender will respond back granting the renewal or recalling the 

item.   
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Renewals 
If you would like to renew an item, choose the “Renewal Request” option directly below the 

“Return with Today’s Date Option” in the Request Manager and enter the desired due date in 

the box to the right.  You may enter the date manually or using the built in calendar function by 

clicking on the calendar icon to the right of the desired due date box.   
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Once you have entered the desired due date, click on the “Update” button to submit the 

renewal request.   
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Renewal Granted 

If your renewal is granted by the lending library, you will see a new category in your Request 

Manager called “Renewal Granted.”   You may click on the number under the “Qty” column to 

view the new due date, the item’s detailed record, or when you want to return the item.  

Follow the return process previously outlined when you are ready to return the item.   
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If your renewal has been granted, the item’s detailed record will resemble the screen below.  

Please note that you have the option to request an additional renewal or return the item.  You 

may follow the regular return or renewal procedure previously outlined.  
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Renewal Denied 

If the lending library denies your request for renewal, you will see a new category called 

“Renewal Denied” in your Request Manager.  You may click on the number below the “Qty” 

column to see the item’s detailed record and update the status of the item when it has been 

returned.   
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If your renewal request has been denied, your detailed record of the item will look similar to 

the screen below.  Please note, you no longer have an option to renew and may only return the 

item.  Follow the procedure previously outlined to update the system upon the item’s return 

and complete your portion of the Interlibrary Loan process.   

 

 

 

 

 

 

 

 

 



21 
 

Request Manager Categories 
On occasion you may see an unfamiliar category.  A brief explanation of all borrower 

categories follows.   

Category  Description  

Conditional The lender may be able to supply an item if certain conditions are met or 
additional loan information is supplied. 

Renewal 
Denied 

The lender did not renew a loan. 

Recalled The lender wants the item returned immediately. 
Or 
The lender has sent you an erroneous YES. 

Expired No lender could supply the item prior to the Need Before date. 

Unfilled No lender could supply the item. 

Review    
These are electronically-generated requests that are waiting for evaluation 
and/or further processing. 
Or 
These are electronically-generated requests that have already been processing 
by Direct Request. 

Review In 
Process 

These are newer incoming patron-generated requests, as distinguished from 
requests that you have already reviewed. 

Save These requests have been set aside for further review. 

Direct 
Produced 

These requests have been successfully forwarded through Direct Request for 
Direct-to-Profile processing during the past 4 system days. 

Online 
Produced 

You have created these requests using OCLC WCRS during the past 4 system 
days. 

Shipped The lender has sent the item. 

Will Supply The lender can fill the request. 

Retry No lender could fill the request now, but a lender indicated a future date at 
which the request could be filled. 

Renewal 
Granted 

The lender agreed to renew a loan. 
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Borrowing: Special Messages 

Category Description 

OVERDUE The request has not been updated to Returned within 14 calendar days of the Due Date or 
New Due Date. 

RECEIVED? The request has not been updated to Received within a specified range of system days 
from the Shipped Date.  
Loans: 14 system days  
Copies: 7 system days  

 

 

Questions? 

For any ILL questions or further assistance, please contact: 

 

 

 

 

Suzanne Baschieri  
C&CE Administrator 

Alliance Library System 
(309)694-9200 ext. 2109 or 800-700-4857 ext.2109 

sbaschieri@alliancelibrarysystem.com 
 


