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Background
• Took over ILL at the end of 2023

⚬ P re de ce s s or  had  be e n doing it for  2 6  ye ar s  
⚬ Sys te m was  pre tty old -s chool: lots  of pape r  

for ms , multip le  filing boxe s
• Knew the re  was  room for  improve me nt

⚬ Ne e de d  to  balance  ILL with othe r  dutie s  
like  de s k s hifts , p rogramming, and  more



Goals
• Eliminate filing of paper request forms

⚬ Lots  of info on thos e  OCLC for ms ; what’s  
mos t c r uc ia l to  track?

• Simplify che ckout p roce s s  for  Circ  s taff
⚬ No s pe cia l due  date s , a llow che ck-ins

• Fas te r  b r ie f title  re cord  cre a tion
⚬ Spre ads he e ts  offe re d  oppor tunity he re !



Paperless* Lending
Really only need three things 
from a Lending Request:

1.OCLC Request ID
2.Destination

⚬ In-s ta te  or  out, LVIS 
or  IFM

3 .Bib liographic  info
⚬ If LHR/ RTA  doe s n’t link, 

ISBN or  acce s s ion no.

Local holdings can save a step
by eliminating the need to check 

WorkFlows!



The Spreadsheet

• This acts as my ILL pick list
⚬ Inc lude  ite m ID for  backup  re que s t matching

• Se para te  tabs  for  cur re nt re que s ts  and  s upplie d
⚬ No pape r wor k re tur ne d? No prob le m!

• CTRL+F is  your  new be s t fr ie nd



... Paperless*?
• Mostly! The only paperwork generated is the 

lending bookstrap and the transit label
⚬ The  bor rowe r  s till ne e ds  to  be  ab le  to  

match the  ite m with the  re que s t
⚬ If the y don’t re tur n the  pape r wor k, we  

can s till quickly find  the  re que s t ID us ing 
our  s pre ads he e t!



Paperless Borrowing

• Pretty much the same as Lending, 
swapping destination for patron info
⚬ A nd s upp lie r/ ite m ID, once  we  know



Transferring Request Info
to the Sheet

• Two options, depending on your process
⚬ A fte r  you’ve  r eviewe d  the  r e que s t and  

are  p re par ing to  s e nd  to  le nde r s
⚬ Whe n the  ite ms  are  a lr e ady In Trans it

￭ More  on this  in a  b it!



Other Handy Tips
For the spreadsheet:

• Conditional formatting 
due dates

• Table views to separate 
by status
⚬ Column type s !

• Optiona l ca ll numbe r  
for mula

For  Wor ldShare :
• Be  b rave , tr y the  

Automate d  Re que s t 
Manage r !

• A ny que ue  can be  
ex por te d  to  a  .CSV



Batch Creating
Br ie f T itle s
You will ne e d :

• In Trans its  .CSV
• MarcEdit s oftware

⚬ Te mpla te s  for  
Marc  Ed it

• A  Te ch login for  
Wor kFlows

• Cus tom b ib load  
r e por t te mpla te
⚬ If your  lib rar y 

doe s n’t ca ta log, 
SWA N can he lp !



Preparing the Data
• We only need a handful 

of columns!
⚬ I like  In Trans it 

be caus e  we  know 
who’s  s upp lying by 
this  point

• Gre at time  to  add  to  your  
tracking s he e t



Into MarcEdit ...
• After formatting 

our .CSV, save as 
tab delimited
⚬ This  ge ts  

conve r te d  to  a  
.MRK, and  the n 
a  .MRC



... then to WorkFlows

• Use MARC 
Import in the 
Cataloging 
module to load 
the MARC 
records into 
WorkFlows



The Bibload Report
• Run your custom ILL bibload report on the 

MARC records in the Reports module



Processing Deliveries
• Since our item records already exist, now we 

just need to update the item ID when it arrives!



When Batch Adding, Watch for...
• Multiple copies of the same title (book clubs)

⚬ De le te  a ll but one  or  le ave  the m out e ntire ly
• Make  s ure  any data  you add  is  10 0 % ex ac t
• Ne e d  to  have  e nough ite ms  in trans it to  make  it 

wor thwhile
⚬ It’s  the  s ame  amount of wor k to  batch add  five  

ite ms  as  it is  to  batch add  5 0 !



Streamlining for Circ
Under the old paper filing system:

• Predecessor would specify a due date for the item 
based on the lender’s due date
⚬ Circ  de s k s taff had  to  re me mbe r  to  modify

• De s k s taff we re  a ls o d is courage d  from che cking in 
re tur ns
⚬ ne e de d  to  be  on the  pa tron’s  re cord  to  match up  

the  pape r wor k



The Paperless* System
• No modifying due dates!

⚬ Wor kFlows  as s igns  loan r ule s  to  the  ILL ite m type ; le t 
it che ck the m out how it wants  to

⚬ We  can monitor  due  date s  us ing cond itional 
for matting on our  tracking s pre ads he e t

• Che ck the m in!
⚬ If a  pa tron re tur ns  it, it s hould  come  off the ir  account
⚬ We  can match it to  the  re que s t us ing CTRL+F and  

the  ite m ID



Thank you!

Questions?
tcandlish@dglibrary.org
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