Mohawk Regional Information Center — Library Automation Service

Filling an ILL Request using your OPALS ILL Tab-(Lending)

1. Click on the ETab.

2. Click on ILL Responses.
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Click the computer for 24/7 access to our database collection
Click the Owl for the Elementary Library Catalog

3. CIDER will open, Login to CIDER using your CIDER Username and Password. Click on
Login.
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4. Check for Open in the Status Column on the right. When you have the item and want to
fill the request. Click on the ILL ID in the first column.
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ILL Responses

Ligt of request(s) from:
ML | View Print request(s) on the current page show: [all ILLs |
First Previous 1 2 3456 78 9 10 11 12 13 14 15 Next Last
1L I Title/Description Author Requester Dates Status
(@D’IV friend has autism TouryiHe, Amanda  Belleville/Henderson Central Requested: 2015-08-26 @
Request matle on 2015.08-26, by Patty Nortz bering schacl Expiry: 2015-09-01

[AL/BHCED/JBHD)

Testing Only Public Note

5. The ILL Information screen will appear. Here you will click on Fill. If you are unable to fill
this request you can also click on Reject.
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ILL Information

L ID: | iew Previous Next Show: [all ILLs |

ILL ID: 26390
Status: jopen

Copies Requested:|1
Title /Description: My friend has autism
Author: Tourville, Amanda Doering
Call Number:|1618.92 TOU
Requester: System: Jefferson-Lewis BOCES School Library System (L)
District: Belleville Henderson Central Schoal District (BHCS0)
Library: Belleville/Henderson Central School (1BHT)
Borrower: Lisa Addison (I LAS12345)

Requested by: Patty Nortz
Requested on: 2015-08-26 at 11:58:25

Expiry date: 2015-09-01
Responder(s):| System: Jefferson-Lewis BOCES Schaol Library System (1)
District: Copenhagen Central School District (CC5)
Library: Copenhagen Central School (ICAT)
History: Requester: uUBHCEDUBH]

Request made on 2015-08-26 at 11:68:25, by Patty Naortz
Testing Only Public Note

Loan Li5t=” Loan ID | Responder | Call Number ‘ Bar Code | Loan Date | Due Date | Receipt Date | Lost Date |Status H

RejeleilD Renew Receive Cancelloan PrintSlip Note Reportlost Report Found
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6. The FILL pop up window will appear. Enter the barcode of the item, the Due Date and
any Public Note or Private Note. Then Click OK.

Fill x

| Barcodes:

CAJADSEZ

7. The Print Slip pop up window will appear. Enter your “Needed # of copies” (default will be 1).
To Select Loan by Scanner click in the box and scan the barcode of the item. In the Loan List
make sure the boxes are checked. Then click on OK.

Print Slip

Needed # of copies: 1

elect Loan by Scanner:
|
Loan List:

oan ID Responder Call Number Bar Code Loan Date Due Date Receipt Date Lost Date Status
™ 00000RGA96 Kate Fazio at Coperhagen Certral School J 615,92 TOU CAJ40562 2015-08-26 2015-09-01 filled

Cancel

8. The Print Slip will appear on your screen, | suggest printing 2 copies, 1 copy to place in the book
to send out and the other copy to keep in a folder at your library.

[%

INTERLIBRARY LOAN (ILL ID: 26390)

From: Copenhagen Central School To: BellevilleiHenderson Central School
Attn: Patty Norlz
(LICCEMCAT (WLBHCSDAUBH)
3020 Mechanic 5t PO Box 158
P.O.Box 30 8372 County Rte. 75
Copentiagen, MY 13626 Belleville, NY 13611
Tel.: (315) 638-4411 Tel: (314) 846-9411
Email: Email: pnorz@bhpanthers.org
ILL Infi
Borrower: Lisa Addison History
Borrower ID: LAS1 2345 Requester: [JLIBHCED/UBH

Reduest made on 2015-06-26 at 11:50:25, by Patty Nortz

TitleDesc.: My friend hias autism ITesting Only Public Note

Author: Tourville, Amanda Doefing Responder: WJLICCSLICA)
Call Number: J618.92 TOU Requestfilled on 2015-8-26, by Kate Fazio
Printing Date: 2015-08-25 ITESTING ONLY PUBLIC NOTE FIELD

[TESTING OMLY PRIMATE NOTE FIELD
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After you have printed the Print Slip. The item is automatically checked out and a loan transaction is
created.
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