Creating Brief Records for Interlibrary Loan Items
When interlibrary loan items are received from non-RSA libraries, brief records need to be created to allow the items to be charged out using WorkFlows. Do not use the Receive Transit wizard with any item received from a non-RSA library 
1.  Click on the Circulation module button.

2.  Open the Items toolbar.

3.  Place cursor over the Add Brief Title wizard and do a right click with your mouse.

4.  Click on Properties

5.  On default tab check the box in front of Shadow Title and click OK on the bottom of the Properties box.
6.  Open the Add Brief Title wizard in the Items toolbar.
7.  In the Title Info section, enter the Title in the Title line.  Enter the title in upper case.

8.  In the Call number copy info section:


Library – be sure your library name is selected


Item Type – Select correct item type



ILL-ALSA: ALS Academic library member



ILL-ALSO: ALS Other library member



ILL-ALSP:  ALS Public library member


ILL-ALSS:  ALS School library member



ILL-ILIL:     Illinois library outside ALS


ILL-IL-NRT: Non-returnable items from an Illinois library outside ALS
                        ILL-US:       Library outside of Illinois


ILL-US-NRT: Non-returnable items from a library outside Illinois


Home Location – Select ILL


Item Id – Use the item id (barcode) number from the item

Item cat1 – Select an item category.  This field cannot be blank. 


Item cat2 – Select a reading level.  This field cannot be blank.

9.  Click on the Add Brief Title button at the bottom of the Add Brief Title screen.

The item is now ready to be checkout to the patron who requested the item.
When the ILL item is returned to your library by your patron:
1.  Discharge the item.

2. Click on the Catalog Module button.

3.  Open the Titles toolbar.

4.  Open the Delete Title, Call Numbers or Items wizard.

5.  Click on the second helper at the top of the Delete Title, Call Numbers or Items wizard screen.

6.  Search for item by item id (barcode) number.


Search For – Type the barcode number from item

Index – Change to Item ID


Library – Select your library from the list


Click on the Search button.

7.  Click on any box in front of Title, Call number information, or Item information in the white box on the left side of the screen.

8.  Click the Delete button on the bottom of the Delete Title, Call Numbers or Items wizard screen.

9. Label book and put in delivery bag for return to the owning library.

