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Receive Requested Item and loaning to your Teacher/Student 

First step is to create a temporary record for the item you just received. 

1. Click on the  Tab. 

2. Click on Add ILL Temp Record. 

 

 

 

3. The screen will change to the Add ILL Temp Record screen. Click in the box next to “by 
ILL_ID/Loan ID” and scan the ILL ID Barcode located at the top center of the Packing 
Slip. You can also type the ILL ID number in if you do not have a scanner attached to that 
computer. Then, click . 
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4. The subfields will appear for you to complete the ILL Temp Record. You will want to 
verify/enter the following information: Verify Item Type, in the Call Number Prefix 
(852k) type ILL then type the lending schools code in the Item Part (852i) ex. JCAJ. 

 

 

5. Click in the box next to Barcode, the Barcode Selector window will appear. Scan (or 
type) the item barcode from the book, Click OK to return to the ILL Temp Record screen. 
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6. Click on  and the ILL Temp Record will be completed. Then Click OK. 

 

7. Open Circulation – Loans Scan the User ‘s barcode or type in the Student/Teacher’s last 
name, then scan the book barcode to check the item out. You have susccessfully created 
your Temp ILL record and loaned it to your Student/Teacher. 
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