Online Library Procedure for Books Requested by a Non-RSA Library or a RSA Union List Library

1.  Item requests by a Non-RSA or a RSA Union List library will come via fax or OCLC FirstSearch.

2.  Find the item on shelf.

3.  Open the CheckOut wizard on the Common Task toolbar in the Circulation module.

4.  Search for the name of the library requesting the item. RSA has created user records for all RSA libraries, most Illinois libraries and many libraries in the United States. This patron record will have a user id number that starts with D1500.
5.  Check the item out to the requesting library using the CheckOut wizard.

6.  Attach a delivery label to the item and place in your delivery bag.

If you have received a request via fax, and cannot supply the item requested, notify the requesting library via fax.  If you have received the request via OCLC FirstSearch, complete the FirstSearch procedure to move the request on to the next library.
Searching for D1500 patron cards.


Things to remember when searching for a user record for a library:


a.   The names for all out of state libraries begin with their 2-letter state postal abbreviation.  (Example: TX BAYLOR UNIV LIB is the user name for Baylor University Library in Texas) You can find all the user records for libraries in a state by doing a browse search using the postal abbreviation.


b.   Some words in the user names are abbreviated.  If you cannot find a user record for a library, do a keyword search using the significant part of the library name. (Example:  Schaumburg Library in Schaumburg, Illinois is listed as SCHAUMBURG TDL.  You would do a keyword user search using the word Schaumburg.)


c.   If you cannot find a D1500 user record for a requesting library, do not create a user record for the library. Contact Vicky Gouliard at extension 2129.  She will search for the library user record.  If she cannot find one, she will create a user record for that library. 


d. All RSA libraries use the same user record to circulate items to a Non-RSA or RSA Union List library.  This eliminates multiple user records in the database for the same library. 

e. Do not use the D1500 number to checkout items to a RSA online library.  Refer to the Holds Cheat Sheet.

