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Requester Instructions

Requester Definition:
When one of your patrons requests an item from another library.
Authorizing Requests

1. When one of your patrons requests an item, you will need to go into the MORE system and “authorize” the request.  Go to http://live.moreforohio.org:8080/vdx/ (VDX).
2. Select LOGIN on the left.
3. Enter your VDX Staff ID, Staff password, MORE Central Office and select LOGIN.
4. Select REQUESTS on the left.
5. Select Requester Role, Idle Status, and Automediated:AuthManual Authorization Status, then SUBMIT.
6. For each request, select ACTION, then SUBMIT.
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Authorizing Requests (Cont.)
7. If this request has no special notes (at the bottom of the screen), change Authorization Status to "Authorized" and select SUBMIT.
8. Return to RESULTS at the top and continue with step 6 until completed.

9. If this request has special notes, refer to the “Request with special instructions” section of the MORE procedures manual for processing.
10. Select REQUESTS on the left again.

11. Select Requester Role, Idle Status, and Check Manual Authorization Status, then SUBMIT.
12. If you have items where the status is Check Manual, refer to Appendix A in this guide or refer to the “Requests with no rota” section of the MORE procedures manual for processing.
13.  Non-Supplied Items will not be shown automatically.  To view requests that are not supplied,  click on Requests. 

14. Check the box next to Display Not Supplied requests, select the Requester role, Non Supplied Status and click on submit.

15. LOGOUT VDX from the left menu.                                                                                                   4
Processing Item and Check Out

1. When item is received from US Cargo, you will need to go into the MORE system and mark the item “received”.  Go into VDX.
2. Select LOGIN on the left.
3. Enter your VDX Staff ID, Staff password, MORE Central Office and select LOGIN.
4. Select REQUESTS on the left.
5. Select Bulk Action at the top.
6. From the received Shipping Slips, enter all of the Requestor's Req. NO.s of the items that you received into the Request #s box. Change action to "received" and SUBMIT.
7. At Request screen SUBMIT.
8. LOGOUT VDX from the left menu.
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Processing Item and Check-Out (Cont.)
9. Go into MultiLIS.
10. Select MultiLIS User Menu.
11. Select MultiLIS.
12. Enter your barcode # and password.
13. Select Circulation.
14. Select Update Items.
15. Select a temporary barcode from your MORE Range (created by your DASite or by your library staff.  See Circulating MORE Items insert).
16. Scan the selected barcode.
17. At the Field to Modify prompt enter 2 to modify the Shelf Number field.
6
Processing Item and Check Out (Cont.)
18. Enter the owner’s barcode number that is attached to the material.
19. At the Field to Modify prompt enter 8 to modify the Notes field.
20. Enter the title of the material followed by the author .
                    Example:
  Party Summer/R.L. Stine (Call # optional)
21. Place MORE barcode on or in material.
22. Notify the patron the material has arrived and is ready to be picked up.
23. To check the material out to the patron, select Check Out from the Circulation Menu.
24. Scan the patron’s barcode number (MultiLIS barcode number).
25. Scan the item barcode you assigned to the material (MORE item barcode).
7
Check In and Processing Item for Return

1. Select Check In from the Circulation Menu.
2. Scan the barcode you assigned to the material (MORE item barcode).
3. Select Update Items from the Circulation Menu.
4. Scan the item barcode you assigned to the material (MORE item barcode).
5. Remove the information you added in Fields 2 and 8 by pressing F6 to clear each field.
6. Go into MORE system and change the status to “returned”.  Go into VDX.
7. Select LOGIN on the left.
8. Enter your VDX Staff ID, Staff password, MORE Central Office and select LOGIN.
9. Select REQUESTS on the left.
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Check In and Processing Item for Return (Cont.)
10. Select Bulk Action at the top.
11. From the Shipping Slips, enter all of the Requestor's Req. NO.s (separated by a comma) of the items that you are returning into the Request #s box. Change action to "returned" and SUBMIT.
12. At Request screen SUBMIT.
13. Select Reports on the left.
14. Select Standard Returned List and select SUBMIT. (It may take a few minutes for your list to be viewable)
15. Print Return Slips and insert into material being returned.
16. Place the material into US Cargo bags. (Refer to http://www.moreforohio.org/guidelines.html for shipping guidelines)
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Responder Instructions

Responder Definition:
When a patron from another library request material from you through the MORE system.

Processing Item to Loan

1. Review requests in MORE system for your branch location.  Go into VDX.
2. Select LOGIN on the left.
3. Enter your VDX Staff ID, Staff password, MORE Central Office and select LOGIN.
4. Select Reports on the left .
5. Select Standard Pick List and select SUBMIT. (If the pick list does not appear, you do not have any requests.)  
6. Print Pick List and pull material from shelves or note item is not to be supplied.
7. Select REQUESTS on the left.
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Processing Item to Loan (Cont.)
8. Select Bulk Action at the top.
9. From the Picklist, enter all of the Req. NO.s of the items that you are shipping into the Request #s box. Change action to "shipped" and SUBMIT.
10. At Request screen SUBMIT.
11. Select Bulk Action at the top.
12. From the Picklist, enter all of the Req. NO.s of the items that you are NOT supplying into the Request #s box. Change action to "nonsupply" and SUBMIT.
13. At Request screen SUBMIT.
14. Select Reports on the left.
15. Select Standard Shipping List and select SUBMIT. (It may take a few minutes for your list to be viewable)
16. Print Shipping List, place slips in material. (It may take a few minutes for your list to be viewable)
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Processing Item to Loan (cont.)
17. LOGOUT VDX on the left.
18. Go into MultiLIS.
19. Select MultiLIS User Menu.
20. Select MultiLIS.
21. Enter your barcode # and password.
22. Select Circulation.
23. Select Check Out.
24. Scan MORE Patron Barcode. (The MORE patron barcode will be used to check items out to a requesting patron from the library you are shipping the item to.  Search for MORE in MultiLIS or Contact your DASite to find this patron barcode)
25. Scan the item barcode (MultiLIS barcode number).
26. Place material in US Cargo bags for delivery. (Refer to http://www.moreforohio.org/guidelines.html for shipping guidelines)                                       12
Processing Returned Item

1. Go into MORE system and change the status to “checked in”.  Go into VDX.
2. Select LOGIN on the left.
3. Enter your VDX Staff ID, Staff password, MORE Central Office and select LOGIN.
4. Select REQUESTS on the left.
5. Select Responder Role and SUBMIT.
6. Select Bulk Action and use the Return Slip to enter all of the Responder's Req. NO.s of the items that are being returned into the Request #s box. Change action to "checked in" and SUBMIT.

7. At Request screen SUBMIT.
8. LOGOUT VDX from the left menu.
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Processing Returned Item (Cont.)

9. Go into MultiLIS.
10. Select MultiLIS User Menu.
11. Select MultiLIS.
12. Enter your barcode # and password.
13. Select Circulation.
14. Select Check In.
15. Scan the item barcode (MultiLIS barcode number) .
16. Re-shelve the material.
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Appendix A – Requests with a Check Manual Status
MORE searches based on the ISBN.  If the request doesn’t have an ISBN, MORE cannot compare it with items in other catalogs.  Check manual can mean one of two things.  1) Your request has no ROTA.  2)  A building in your district is in the ROTA.
1. Select LOGIN on the left.
2. Enter your VDX Staff ID, Staff password, MORE Central Office and select LOGIN.
3. Select REQUESTS on the left.
4. Select Requester Role, Idle Status, and Check Manual Authorization Status, then SUBMIT.
5. Click on Details and click on Responder.  
6. If any of your buildings are listed, you own the item and will need to decide if you want to send the request or fulfill the request locally.

7. If there are no libraries listed, you will need to create the Rota Manually

      15
Appendix A – with a Check Manual Status (Cont.)
8. Click on Main and note the library that is listed next to Verification Source (you’ll need this later).  
9. Remember or jot down the title and any specific information of the request.                                

10.  Click on Search and try to find the title in another libraries catalog (don’t search the library listed as the Verification source).

11.  When you’ve found the title at another library, write down that libraries name and building if supplied.   Try to find 2 or 3 libraries that have this title.

12.  Click on Location.  Set Search to be Long Description and Match to be Any Part.

13.  Type in the name of the library and note the 5 digit number (their MORE ID) that appears before the library’s name.  Do this for each library you found the requested title at.
14.  Click on Requests.

15. Select Requester Role, Idle Status, and Check Manual Authorization Status, then SUBMIT.
16. Find the request that you are working with and click on Action.
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Appendix A – with a Check Manual Status (Cont.)
17. Choose Action from the dropdown box and click on Submit.  
18. Set the Authorization status to Authorized and click on ROTA.                                                 
19.  Type each MORE ID, separated by a comma, of the libraries who own the title in the Add to ROTA box and then click on Add.

20.  Click on Submit.

21. LOGOUT VDX from the left menu.
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Appendix B – End-of-School shutdown
1. Go into VDX.
2. Select LOGIN on the left.
3. Enter your VDX Staff ID, Staff password, MORE Central Office and select LOGIN.
4. Click on Location and choose Edit Own (top menu).
5. Change the Interloan Status to “Not an ILL participant”.

6. Change Suspension to “Cannot be picked for ROTA”.

7. Enter the date range MORE should be stopped in the From and the To text box.  Enter the date in the following format: (04 AUG 2004) 2 digit date 3 letter month and 4 digit year.
8. Click on Submit.
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Appendix C – Start-of-School Startup
1. Go into VDX.
2. Select LOGIN on the left.
3. Enter your VDX Staff ID, Staff password, MORE Central Office and select LOGIN.
4. Click on Location and choose Edit Own (top menu).
5. Change the Interloan Status to “Responder and Requester”.

6. The Suspension dropdown box should be empty – choose the blank line.
7. Remove the date range in the From and the To text box.

8. Click on Submit.
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