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Daily Processing
You should check OLS:MORE every day for orders that need to be processed.  These orders can include:
· Requests from another Library.
· Requests from your patrons that have a special note.
· Request from your patron that could not automatically be processed.
Log into the VDX OLS:MORE website:  http://www.ohiolibshare.com/vdx/ (Be sure to use your OLS:MORE staff account and log into MORE Central Office)

Responder (Lender) Role – Process requests placed by another library
Responding to requests from other Libraries:

NOTE: The Workflows “Pull on shelf holds” report mentioned here will need to be setup and scheduled if you choose to use it.   This report will only include requests where NCIP was able to place the hold in workflows.  Any request that encounters a problem and does not create the hold in Workflows will not be displayed on this report.  All items will be displayed on the VDX Pick List regardless of the hold being placed or not.
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1. Log into SirsiDynix Workflows 
2. Click on the Reports tab

3. Display Finished Reports

4. Print the “Pull on shelf holds” report

5. Pull items you’re going to supply

1 Log into VDX

2 Click on the “Reports” button in the left menu.
3 Select the “Standard Pick List”.
4 Click on the “Generate Report” button.
5 Print the Pick List and pull items you’re going to supply
6. Log into Workflows if remote library involved – Skip if not using “in-transit”
a. If item needs to be pulled of shelf from remote library, log into workflows and check item status

b. Item will go into transit

7. Log into VDX
8. Click on “Request” in the left menu.

9. Click on “Work Queue” in the top menu.
10. Under Lender, review requests that are “In Process” (click on the # next to In Process)
· Status: In Process: [Date]  Authorisation: Processed  Last Action: Answer Will Supply: [Date]

11. For those you are shipping, choose “Shipped” from the drop down box next to the Action button.
· Item will be automatically checked out to OLS:MORE Patron in Workflows

12. Click on the “Action” button.

13. Click on “Submit”

14. Click on “Submit”
15. Click on the “Reports” button in the left menu.

16. Select “Standard Shipping list” and click on the “Generate Report” button.

17. Print the shipping slips and place them in the material.

18. Place material in US Cargo bags for delivery. (http://library.ohio.gov/Facilities/Delivery/Labels)
Wait for return

19. Log into VDX
20. Click on “Request” in the left menu.

21. Click on “Work Queue” in the top menu.
22. Click on the (total) number next to Shipped under the Lender side.

23. Review “Returned-Indication” requests.
· Status: Shipped:[Date] Authorisation: To be Acknowledged  Last Action: Returned-Indication:[Date] 

24. Make sure the selection of the drop-down box is set to “Checked In”.  Click on Action. (bulk action can be used here if more than one item needs to be checked in)

· Status: Shipped:[Date]  Authorisation: Authorised  Last Action: Checked In.  

· Item will be checked in to OLS:MORE Patron

25. Click on submit

26. Log into Workflows if remote library involved

a. Check item status to put item in transit.
b. Owning Library will receive item and reshelf.
For Items that you will NOT be supplying
27. Click on the “Requests” button in the left menu.

28. Click on the text “Responder”.

29. Click on the number (under waiting) next to the status of “In Process”.
30. Select the “Bulk” checkbox to the right of each request that you will NOT be supplying.  
31. Click on the “Submit” button at the top of the page.

32. Select “Answer Non-Supply” from the “Action” drop-down box.

33. Click on the “Submit” button.

34. On the next screen, click on the “Submit” button.

Requester (Borrower) Role – Process requests placed by your library patrons
Receive and Check-out the requested item out to your patron:

1. When you receive an item from the supplying library:
· Have dumb item barcode ready to receive item (cannot reuse dumb item barcode unless first deleted from Workflows.  Use Check Item Status to verify record does not exist)
2. Log into VDX
3. Click on “Request” in the left menu.

4. Click on “Work Queue” in the top menu.
5. Click on the “Work Queue” link at the top of the page.  

6. Click on the number next to “Shipped” (under waiting in the borrower area) and look for the title of an item you’ve received.

· Status: Shipped: [Date]  Authorisation: To be Acknowledged Last Action: Shipped-Indication: [Date]

7. Choose “Received” from the drop-down box next to the “Action” button.
8. Click on the “Action” button.
9. Enter a dumb item barcode in the “Local Item Barcode” field.

10. Click on the “Submit” button.

11. Log into Workflows
12. Check item status and receive items from transit.

13. Search for holds: you should be able to look up holds by title, patron or barcode.

14. Print patron notification – Pickup report

15. Check OLS:MORE item out to patron who requested the item.

Check-in and return the item to the lending library – Choose one of the following steps
NOTE: OLS:MORE is capable of checking items back in to your SirsiDynix Workflows software.  If you do not want items to go “In-Transit”, you should return items in via MORE.

1. Log into VDX and Click on the “Requests” button in the left menu.
2. Click on the “Work Queue” link at the top of the page.
3. Review requests under “Received” and set Requests to “Returned” (bulk action can be used here)
· Status: Received: [Date]  Authorisation: Processed Last Action: Received [Date]

· Item will be automatically checked-in  in Workflows
4. Click on the “Reports” button in the left menu.
5. Select the “Standard Returned List”. (may need to wait a couple minutes for the information you just processed to be available)

6. Click on the “Generate Report” button.
7. Print the return slips and enter into each item being returned.
8. Place the material into US Cargo bags. ((http://library.ohio.gov/Facilities/Delivery/Labels)

9. Log into Workflows and check item status
10. Put item in transit

OR

1. Log into Workflows
2. Item needs to be checked in and sent to your U.S. Cargo pickup location.

· Follow normal procedures to check item in

· If at a de/centralized location, simply check item in.  

· If not at a de/centralized location, check item in at current building and put item in transit.
3. Log into VDX and review requests under “Received”

· Status: Received: [Date]  Authorisation: Processed Last Action: Received [Date]
4. Set requests to be “Returned” (bulk action can be used here)
5. Click on the “Reports” button in the left menu.
6. Select the “Standard Returned List”. (may need to wait a couple minutes for the information you just processed to be available)
7. Click on the “Generate Report” button.
8. Print the return slips and enter into each item being returned.
9. Place the material into US Cargo bags. ((http://library.ohio.gov/Facilities/Delivery/Labels)
Manually Authorizing Requests:

1. Click on the “Requests” button in the left menu.
2. Under “Your Libraries Role”, click on the word “Requester”.  You’ll be taken to a summary of the types of processing needed for requests placed by or for your patrons.
3. Click on the number next to “Idle” and look for items with one of the following status:

· AutoMediated:AuthManual  (has a special note or your school owns the item)
· Check Manual  (could not create a ROTA automatically)

4. Click on the “Action” button.

5. Click on the “Submit” button.

6. Check to make sure the “Authorisation Status” is set to “Authorized”.
Items with AutoMediated:AuthManual status:
7. Item has a Note: Scroll down and look for “Notes”.  If a note has been entered, re-enter an appropriate note in the “New Note” text box and click on the “Submit” button.  If no Note exists, a participating library from your school is probably listed in the ROTA.

You own the item: Click on the “ROTA” tab towards the top of the page.  Locate your school’s library in the list and click on it to highlight.  Click on the “Delete Selection” to the right of the list and click on the “Submit” button.
Items with Check Manual status:
8. Create the ROTA manually (see page 6)
9. Log out or proceed to the next request by clicking on “Results” at the top of the page (return to step 4).

Items that are processed automatically and items that you authorize will have a status of “Pending” meaning that you are waiting on the responding library to supply the item.  When a responding library can supply the item, they will ship the item and change the status to “Shipped”.

Creating the ROTA Manually
Creating the ROTA manually means that you have to find libraries that own this item and create the search list on your own.

1. Click on the “Requests” button in the left menu.
2. Under “Your Libraries Role”, click on the word “Requester”.  You’ll be taken to a summary of the types of processing needed for requests placed by or for your patrons.
3. Click on the number next to “Idle” and look for items with a status of Check Manual.

4. Click on the ‘Details” button and note important information such as the Title, Author, Publisher, and the Verification Source.  The Verification source is one Library you know owns this item.

5. Click on the “Bib Search” button and search for this title at other locations.  When you have a match, note the Verification Source.  Find two or three matches if possible.

6. Click on the “Location” button, choose “Long Description” from the Search drop-down box and select to Match on “Any part”.
7. Enter the name of the library where you found the title at and note the OLS:MORE ID # of the participating building.  Do this for each library where you found the title located.

8. Click on the “Requests” button in the left menu.
9. Under “Your Libraries Role”, click on the word “Requester”.  You’ll be taken to a summary of the types of processing needed for requests placed by or for your patrons.
10. Click on the number next to “Idle” and look for items with a status of Check Manual and locate the title you’re working with.

11. Click on the “Action” button.
12. Click on the “Submit” button.
13. Check to make sure the “Authorisation Status” is set to “Authorized”.
14. Click on the ROTA tab towards the top of the page.
15. Enter each OLS:MORE ID you looked up (separated by a comma) and click on the “Add” button.

16. Click on the “Submit” button.
17. Log out or proceed to the next request by clicking on “Results” at the top of the page (return to step 4).
Suspending your location

Log into the VDX OLS:MORE website:  http://www.ohiolibshare.com/vdx/ (Be sure to use your OLS:MORE staff account and log into OLS:MORE Central Office)

School Shut-Down

1. Click on Location and choose Edit Own (top menu).
2. Change the Interloan Status to “Not an ILL participant”.

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

4. Enter the date range OLS:MORE should be stopped in the From and the To text box.  NOTE: date must be entered in the following format:  DD MMM YYYY  (example: 01 JUN 2005)
5. Click on Submit.

School Start-Up

1. Click on Location and choose Edit Own (top menu).
2. Change the Interloan Status to “Responder and Requester”.

3. The Suspension dropdown box should be empty – choose the blank line.

4. Remove the date range in the From and the To text box.

5. Click on Submit.
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