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LOGIN

VDX

Login

Search

Logi
- Barcode | |
Help Step 1 —.

|

Authentication Service vDx

Step2 =i JENINY Reset

To log inte VDX you must enter your Barcede and Password. Use your Canadian Library
Symbel in lower case letters in both fields. If you do not know your Library's symbel, please
contact Chinook Arch Interlibrary Loan staff for this information or consult the following
web link:

http:/lwww.cellectionscanada.ge.calillcandir-bin/illsear/I=0/c=1

Once you have keyed in your barcode and password, click Login

Version: VDX 4.1.3 (Build 222) Copyright @ 2000-2009 OCLC. @ OocCLC




After clicking on Login, the next screen you will see is the Advanced ILL Request Search.
This is part of the Requests Menu.

Standard Advanced Resulls BulkAction Create BatchlUpdate Saved Searches Work Queue Work Queue Edit

VDX

ILL Request Search

Search

Requests m Reset Form

Waork Queue
User Your Library's Role Request Status
Locations O Lender (Responder) Status |Cancel Pending o
Reports O Borrower (Requester) caneslied 0
Lagout ©Btn Checked In
Help Conditional
Error v
Barcode Dl pisplay sent messages only Authorisation Status | v
AL O Display Terminated requests Last Action ‘ v|
O pisplay Completed requests Any Action ‘ ,,|
O pisplay Net Supplied requests Service Lavel ‘ v|
Service Type 1 | |
Log Message Type ‘ b

Format |Adicle Printed
Print Journal

Book
Part of Book
Ejournal v
Other fields
[ILC Number | lor ¥
1L Number | o ¥

[iLL Mumber v |

Sort by |ILL Number ~| @ descending O ascending

Format @ Standard O Print

Records per page

@ Reset Form

Version: VDX 4.1.3 (Build 222) Copyright ® 2000-2009 ocLe. (B ocL

On the upper left hand side of the screen are the VDX menu options. To navigate and move
to any of the VDX menus just click on the buttons on the left. When you click on any of these
buttons, the links on the top of the screen will change depending on the menu task that has
been selected.



VDX USERS

For example, if you choose the AJserdbutton, you have the option to:

9 Search for a VDX user record (patron or staff user)
1 Geta list of Results from a user search (the Results link is the back browser)
1 Create a new VDX user record
9 Orview search Profiles created by other VDX users (the Profile link option will be
discussed later as a part of the Search Menu)
VDX Search Results Create Profiles
search User Search
F:fawesm The links at the top of the Search | Barcode v
Work Queue screen change depending for
User *— on the menu chosen on the
Locatians left hand side of the screen. Match  ® Exact O any part O First part O Last part
Reports m Reset

Logout
Help

AL

Version: VDX 4.1.3 (Build 222) Copyright @ 2000-2009 ocLe. B ocL

The User Menu will assist you in creating and managing your patrons in VDX.

Note: A VDX user record should be created before searching in VDX and ordering an item on
pat r leehad.s




WHAT IS A USER RECORD FOR?

1 enables you to store their contact information in VDX
9 links this information to each ILL request in order to request for patron.

This is a one-time entry that should be done the first time a patron wants to request an
interlibrary loan (ILL).

PLEASE NOTE: new ILL requests that the patron orders directly through TAL online will deliver
into VDX. With this ILL order, a VDX User record is created automatically.

CREATING A USER RECORD

The User button (on the left hand side of the screen) will take you to the User Menu. The
default screen for this menu is the User Search screen. Use the User Search feature to see if a
user record already exists for your patron.

Search Results Create Profiles
VDX
User Search
Search
Requests Search |Barcode g
Work Queue First choose from the drop down search oprions:’m'!ﬁ
User Barcode g
Locations g::g‘:gd Match  ® Exact O Any part O First part O Last part
Reports Surname m Res
Logout
Help
We suggest trying a Surname search option
and clicking off the Any part bubble so that
AL your search terms are not so limited.
Version: VDX 4.1.3 (Build 222) Copyright @ 2000-2009 ocLe. B ocL




Search Results Create Profiles

VDX

User Search
Search

Requests
Work Queue
User
Locations
Reports
Logout
Help

Barcode
ALCA

Version: VDX 4.1.3 (Build 222)

searcn

First part O Last part

Search stk

Type the patron surname in the Search for box, click Any part
for the match and press Search.

After clicking search you will get list of possible patrons
matching this surname. If no hits are found, you will get a
screen stating:

No Records Found

Copyright ® 2000-2008 ocLe. (B ocLe

If no user record is found, click on the Create link at the top of the screen.

The following screen will be displayed:

Search Results Create

record. Leave the expiry date field
blank.

The note fields are optional

Version: VDX 4.1.3 (Build 222)

——)

Profiles

User Details
Search
Requests EEVTY () Cancel
Work Queue
U Key in the entire patron —_— Barcode |AEPNL - 208000011111
ser barcode with the HQ prefix
Locations Password I:I Update Password
Reports Confirm Password |:|
Logout First Name |John
Hel Choose the patron/user category from the §
P drop down list. You can leave this field as an Surname | Smith
unidentified user to ensure that all of the E-Mail ‘I'b . lIslib b ‘
Barcode requests for this patron stop for staff review. ~Mail librarian@nllslibrary.ab.ca
AEPNL The other “:?c:’::zr":{;"’"v used are - Category Unidentified User F
Join Date 23 Aug2010] | (e.g. 1 Sep 2003)
The join date field needs to be filled in. piry Date (e.g. 1 Sep 2003)
Use the date that you created this user

Location  Northern Lights Library System
Banned In VDX No |~

Has Presigned Copyrigh No F

Default Pickup Location | [+

Note/Stat 1

Note/Stat 2

>

Copyright © 2000-2009 0cLC. (B ocLe




FILLING IN THE USER RECORD FORM

When entering the patron information please consider the following:

1

The Barcode field must have the prefix of AEPNL-precedi ng t he patronods
barcode. This is the national library code for the Northern Lights Library System, which

all of our member libraries must use. Example: AEPNL-21817001234567

The password and expiry date fields should NOT be filled in

=A =4 -4 =

Fill in the First Name and Surname fields
The join date should be filled in (the date that this user record is created)
The category field can be changed to fpatronoif the user is in good standing as an ILL

patron (leaving this category as an unidentified user will ensure that all of your new
requests will be stopped for staff review)
1 Banned in VDX field and Has Presigned Copyright field defaulted to iNOo
1 The email field and note fields are optional.

PLEASE NOTE: the barcode field is not editable. In order to correct patron barcode
information, you must contact headquarter staff for assistance.

Click on Save. A brief VDX record for your patron has now been created.

VDX

Search
Requests
Waork Queue
User
Locations
Reports
Logout

Help

AL

Search Results Create Profiles

Uger Search

To edit a user record that you have created
or found in VDX:

From the User menu, choose Search.
Again type the patron's surname in the
Search for box. Select the Any part match

Version: : VDX 4.1.3 (Build 222)

Search |Surmame b
for | Smith

Match O Exact @Any part O First part O Last part

[scncr [ Y

Copyright @ 2000-2008 ocLe. (B ocLe




TO EDIT USER RECORD

If you would like to add any further information to the user record, such as patron address, you

will have to use the Search feature to find the existing record and then chose edit:

User Details
Search
Requests User ID
Work Queue Barcode
User First Name
Locations
Surname
Reports .
E-Mail
Logout
Category
Help
Joining Date
Barcode Location
AEPNL Banned in VDX

Has Presigned Copyright

Default Pickup Location

Pad

Version: VDX 4.1.3 (Build 222)

Search Results Create Profiles

40749

AEPNL - 208000011111

John

Smith
librarian@nllslibrary.ab.ca
Unidentified User

23 Aug 2010

Northern Lights Library System
No

No

Northern Lights Library System

# Edit
Once you have found the user record that you would like

to add more information to, click on Edit to modify the
patron's information

Copyright © 2000-2009 OCLC (>\ OCLC




This will take you back to the User Details page where you can change the patron details and
add a New Address by clicking on the New Address link:

Search
Requests
Weork Queue
User
Locations
Reports
Logout
Help
Logout
Help
Logout
Help

Logout
Help

Logoat
Help

Barcode
AEPNL

Search Results Create Profiles

User Details

) New Address
User ID
Barcode
Password
Confirm Password
First Name
Surname
E-Mail
Category
Join Date
Expiry Date
Location
Banned In VDX
Has Presigned Copyrigh
Default Pickup Location
Note/Stat 1
Note/Stat 2
Note/Stat 3
Note/Stat 4
Note/Stat 5
Note/Stat 6
Note/Stat 7
Note/Stat 8
Note/Stat 9
Note/Stat 10

Version: VDX 4.1.3 (Build 222)

=V () Cancel

40749
AEPNL - 208000011111

O Update Password

John

Smith

librarian@nllslibrary.ab.ca
Unidentified User =

23 Aug 2010 (e.g. 1 Sep 2003)

(e.g. 1 Sep 2003)

Northern Lights Library System
No ’T
No F

Northern Lights Library System

SEVEN () Cancel

Copyright ® 2000-2009 ocLc. (7 oeLd

Choose Client Home from the Address Type drop down menu and enter the patron
information you wish to record in VDX.

10



—

Search
Requests
Werk Queue
User
Locations
Reports
Logout
Help
Logout
Help
Logout
Help

Barcode
AEPNL

Search Results Create Profiles

New Address

Address Type

Addressee

Org, Dept, Bldg etc
PO Box

Street

District

City

Region

Country

Post code

Facsimile

Telephone

E-Mail
FTP

Notes

Version: VDX 4.1.3 (Build 222)

Client Home F

[John Smith

123 Smith Street

|Elk Point

las

‘Canada

TOA 1A0

Country Code Area Code Local Number Extension
+] I | I |
Country Code Area Code Local Number Extension
+| I | I |
| |
| |
[Jsave [@ Save & Close @ Cancel
1 Copyright ® 2000-2009 0CLC. (P o¢Le

Once all of the patron information is entered, click on Save & Close.

This will take you back to the User Details where you can continue to edit patron information or
add notes as needed. If everything is satisfactory, click on Save to complete the user
registration. VDX will now display the user search results list.

11



SEARCH MENU

The Search menu feature allows you to search the holdings of most of the Alberta public and
non-public library catalogues, much like TAL online. The VDX search feature also allows you to

sear ch

Library

and

Archives Canada6s online
The library catalogues are grouped by Profile:
Standard Advanced Create Request
VDX
b=l Reset Form -
Search
Choose a field name (e.g., title, any) and the word or phrase you want to search (e.g., dickens, "black holes").
Login Use AND, OR and AND MNOT to combine or limit the search terms and make the search more specific.
Help
Advanced Search
Field Search Term Operator Q

[ Titte v | | land v

|Aulh0r V| ‘ ‘ ‘and V|

[1sBN

Current Profile:
& Collections

Filter results by:

Version: VDX 4.1.3 (Build 222)

Refinement C On @ Off Records per page

Profile

| Alberta Public Libraries [shared] |
Alberta Non-Public libraries [shared]

Alberta Public Libraries [shared]

ALL [shared]

National and International Resources [shared]

SIET(e ) Reset Form

The Profiles are groups of library

catalogues that can be searched in
VDX.

Choose the profile you would like to
search from the Current Profile drop
down menu.

v

Copyright © 2000-2008 ocLe. (P ocLe
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PROFILES

The Profile link will present the Collections of library catalogues/databases that VDX can
search. The profile feature allows you to create a search group of catalogues. For example,

you may want to create a profile of catalogues based on geographic location or by library type.

There are also shared profiles which are available to all users for searching, across all VDX
logins. The custom profiles that you may want to create are only accessible to staff at your
library, using your VDX login.

The shared groupings of catalogues include these Profiles:

The ALL Profile T includes all available Alberta library catalogues as well as AMICUS
The Alberta public library profile

The Alberta non-public library profile (AB academic libraries)

National and International Resources i searches AMICUS and also provides links to
external websites, such as, Amazon.ca

= =4 -4 =4

Two types of collections found in the profiles link:

1. Searchable Collections: appears with a check box beside the collection name. This
means that this is a Z39.50 target and when you search this catalogue you can import
the bibliographic details into a VDX request.

2. Other collections: appears with a library books image next to the collection. This is
strictly a link to a website.

Searchable Collections

AMICLIS

Other Collections

fiiliil Amazon
fiili cChapters

fiil = ~clobal Books In Print
il ~worldcat

Select all Deselect all

You are able to change the profile you are searching by going to the Current Profile drop down

box and choosing the profile you wish to search against.

13



Creating a custom profile:

arwdnE

Click on the Profiles link (on the top of the page)

Click on the create link to display all of the possible collections

Click on the box next to any of the library catalogues you wish to add to your new profile
Name your new custom profile and then click on create to save it

When you return to the Search menu, your new custom profile should be displayed in

your drop down list of profiles

e

Search
Requests
Work Queue
User
Locations
Reports
Logout

Help

Barcode
AEPNL

Standard Advanced Profiles Searches Create Request

Create Profile

Name: |Colette Profile

Description: |TRAC A

Loyt
\Click on create to save your

o - collection accessible custom profile
x - failed most recent accessibilify test
2 - less than 70% of accessibility fests successful
m - collection is available
W - collection is a non-searchable web site

=
w0 il Amazon
WO Wavicus
WO aAlhabasca University

Version: VDX 4.1.3 (Build 222)

Copyright © 2000-2009 OCLC moclq
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STANDARD AND ADVANCED SEARCH

The Standard search is a keyword search. The Advanced search option allows you to perform
more complex searches. You will be able to combine search terms such as title, author, ISBN.
To access the advanced search options, click on the Advanced search link at the top of the
screen:

VDX Standard gAdvanced Profiles Results Merge Duplicat Eilter Options SortResults Stalus History Savedlist Searches Create Request
Aced:rch
Search
Requests Use this form to conduct more advanced searches of Service Provider catalogues and other resources To issue a simple keyword search of Service Provider catalogues use the Standard Search page.
Work Queue
User m Reset Form
Locations
Reports Choose a field name (e.g., title, any) and the word or phrase you want to search (e g., dickens, "black holes").
Logout Use AND, OR and AND NOT to combine or limit the search terms and make the search more specific.
Help
Advanced Search
Field Search Term Operator
ALCA
Title |z| and E
Author |Z| and E
ISBN [=]
Refinement © On @ Off Records per page |10[x]
Profile
Current Profile: Alberta Public Libraries [shared] E
;b Collections
The Collections link and Filter Results options can i
be expanded by clicking on the small arrow Filter resuits by:
beside each link. This will display the possible (¥ Format(s)
options for narrowing your search strategy. & Lanemoas
(¥ Level(s)
m Reset Form
Version: VDX 4.1.3 (Build 222) Copyright @ 2000-2008 ocLe. (B ocLe

PLEASE NOTE: You do not need to log into VDX to do a search. Clicking on the Search
menu button instead of the Login button will take you to the Advanced search screen.
However, if you try to use the Create Reguest link to request an item, you will be prompted to
Login.

15



TYPE IN A SEARCH TERM

You can change the Field by clicking the dropdown arrow:

Standard Advanced Profiles Searches Create Request

VDX

Advanced Search

Search

Requests Use this form to conduct more advanced searches of Service Provider catalogues and other resources. To issue a simple keyword search of
Work Queue Service Provider catalogues use the Standard Search page.

User

m,

Locations m Reset Form

Reports Choose a field name (e.g., title, any) and the word or phrase you want to search (e.g., dickens, "black holes").
Logout Use AND, OR and AND NOT to combine or limit the search terms and make the search more specific.
Help
Barcode Advanced Search
ALCA
Field Search Term Operator
Title - | | ana  ~
Author - | | and -
Choose alternate search term field N - | |

options from the drop down menu.
Refinement ©) On @ Off Records per page 10 ~

Profile

Current Profile: ALL -
Lk Collections s
Version: VDX 4.1.3 (Build 222) Copyright ® 2000-2008 ocLe. (B ocLe

Once you have typed in your Search Terms click on the m button from either the top or
bottom of the screen.

VDX will search the library catalogues from your selected profile:

Results

*You searched for (Title Equal Word "Harry” AND Title Equal Word "Potter”) in Chinook Arch Regional Library System, Calgary Public Library, Shortgrass Library System, Parkland Regional Library, TRAC, Strathcona County and Fort Saskatchewan, Edmonton Public
Library, Red Deer Public Library, St Albert Public Library, Fort McMurray Public Library, Lethbridge College, Athabasca University, Grant MacEwan College, Nerthern Alberta Insitute of Technology, Mount Roval College Library, Northern Lakes College Library, University of
Lethbridge Library, NorQuest College Library, University of Calgary Library, NEOS, AMICUS, SAIT Catalog, Prairie Bible Institute, Kevano College Library, Alberta Leqis|ature Library, Banff Centre, Paul D. Fleck Library

/ £ii. Save searct]

. ! . . . Status Total Hits Total Retuned Duplicates
This screen will temporarily be displayed while VDX searches Connectin o N o
the collection of library catalogues listed above. 9

Waiting for details to be returmned.

°

If this page does not refresh automatically, then you can reload it by clicking here or right click with the mouse and select reload/refresh from the menu.

Last refresh at August-18-10 7:26:34 PM

You will see the Library Collection names that have been searched underneath Resulis.

16



The screen shot below indicates the order in which the searches were completed and hits
returned. To pull the results from a specific location to the top of the list, click on the library

name link:
VDX Standard Advanced Profiles Results Merge Duplicates Filter Options Sort Results Status  History Saved List Searches Create Request
-

Search Results

Requests You searched for ((({{Title Equal Word "How" AND Title Equal Word "o”) AND Title Equal Word "make”) AND Title Equal Word "an™)

Work Queue AND Title Equal Word "american™) AND Tiile Equal Word "quilt™) in Chinook Arch Regional Library System, Calgary Public Library, Shortgrass

User Library System, Parkland Regicnal Library, TRAC. Strathcona County and Fort Saskatchewan, Edmenten Public Library, Red Deer Public Library, St -
Albert Public Library, Fort McMurray Public Libral 3

Locations

Reporis ' . . [ Save search

Logout Click on the Library Collectionnameto | ...,

Help move the hits from this catalogue to the L
1. How to make an American quilt /f Whiiney Otio. i

Barcode —%1 A —— top of the Results List.
€W YOrk | Viliard . Galianune, c
ALCA ’

MNumber of holdings: 27 | ISBN -

Collection: TRAC

[ssve & Reguest | Detais

2. How to make an American quilt [videorecording].
‘Wilowdale, Ont. : MCA Universal, c1996
Number of holdings: 7 | I1SBN -
Collection: TRAC

[,—J Save | spReguest Details

3. How to make an American quilt [sound recording] / by Whitney Otto.

New York : Random House Audicbooks, pl
Number of holdings: 0 | 1SBN - 06T
Collection: TRAC

[,—J Save | spRequest Details ~

Version: VDX 4.1.3 (Build 222) Copyright & 2000-2008 OCLC (pj ocLc

TO SORT RESULTS

You have the option to sort the results list. Click on the Sort Results link at the top of the
screen and choose author, title, collection or date. This will reorganize the search results.

VDX

Search
Requests
Work Queue
User
Locations
Reports
Logout

Help

Barcode
ALCA

Standard Advanced Profiles Results Werge Duplicates Filter Options, @ tatus History SavedLlist Searches Create Request

Sort Results

Sort by: | Author

Sort Order:  Ascending

Records to sort (max 1000): 1000 Prior to executing a bib _sear::h you are able to
Sort Results by author, title, collection and
date. The sort order can be either ascending
Sort or descending.
Version: VDX 4.1.3 (Build 222) Copyright @ 2000-2008 ocLe. (B ocLe
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Beside each record in the Results list you will see the options Save, Request, or Details.

VDX

Search
Requests
Work Queue
User
Locations
Reports
Logout

Help

Barcode
ALCA

Library, TRAC, Strathcona County and Fort 1, Edmonton Public Library, Red Deer Public Library, St Albert Public Library, Fort McMurray Public Library

Standard Advanced Profiles Resulls Merge Duplicates Filler Options SortResulls Stalus History SavedList Searches Create Request

Results

You searched for (Title Equal Word “Harry™ AND Title Equal Word “potier™) in Chincok Arch Regional Library System, Calgary Public Library, Sherigrass Library System, Parkland Regional

(i

[y, Save search

Resutpages: 12345678 » —

1. Harry Potter and the prisoner of Azkaban / J. K. Rowiing.
‘Vancouver : Rainct ew York : Arthur A. Levine Books, London : Bloomsbury

1551922460 0 45111 155192

Number of holding
Collection: TRAC

2 Harry Potter and the chamber of secrets / J. K. Rowling.

‘Wancouver | Raincoast, 2004

Number of holdings: 205 | ISBN - 0«
Collection: TRAC

[ Save | o Reuest | Detais

3. Harry Potter and the sorcerer's stone [sound recording] / J.K. Rowling.
PV e ik AT 1 inbnine | henn: ad 000 S
Version: VDX 4.1.3 (Build 222) Copyright ©2000-2009 ocLe. (B ocLe

SAVE

When you Save from the Results list you are able to return to that list anytime during the login
session. You can access the list by clicking on the Saved List Link at the top of the screen.

VDX

Search
Requests

Work Queue

Standard Advanced Profiles Results Merge Duplicates Filter Options SortResults  Status  History Saved List Searches Create Reguest

AN -

»

My Saved List

Display format: Default -

User Bring selected items to fop
Locations Select all items .} Remove Email = Request o= Print
Repors Deselect all items
Logout
Help [T 1.Hot rocks / Nora Roberts.
Barcode New York : Jove Books, 2010, c
ALCA Number of hokdings: 1 From your Saved List you can Email the selected citations.
Celection: Shorigrass Library System Choose Reguest to create interlibrary loan requests or click |
Print for a paper copy of the selected bib hits. Details € Delete | =
Check the box
beside the item [ 2.Hidden riches / Nora Roberts.
you wish to select. New York : Putnam

Number of holdings:
Collection: Chinook Arch Regional Library System
Details €) Delete

[ 3.Secrets & sunsets
New York, NY : Sihouette Books, ©2010
MNumber of holdings: 1

Collection: Red Deer Public Library

Details €3 Delete |

Version: VDX 4.1.3 (Build 222) Copyright @ 2000-2009 OCLC. (pj ocLC
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DETAILS

The Details button takes you to the Bib Record and shows the holding locations for the
particular item you have selected. From this screen you can return to the Results list by clicking
on the Resulis link at the top of the screen (this is your back browser) or click the Requests
button to create an interlibrary loan request for your patron.

REQUEST
The Request button will display an ILL request form. The bibliographic information will

automatically be displayed in the ILL request. Here you can alter and edit the bib record if
necessary, add notes, and link your patron’s VDX user record (patron barcode).

REQUESTING

Once you have performed a Search and clicked on the Request button, the bib record
information auto-populates in the ILL request form.

VDX Standard Advanced Profiles Resulls Merge Duplicates ~Filter Options SortResults Siaus Histoy Savedlist Searches Creste Request
| FRequest ey
Search T
Reauests Request Details
Work Queue Authorisation Status | To be Authorised [~]
User Item Format | Book [=]
Locations
Reports Service Details
Logout
Senvice 1 Senvice 2
Help
Service Type |Loan [ Service Type [
Barcode Media T) E| i
ype Media Type E
ALCA

Use Our Local Number to record your locally defined running number for this request

Our Local Number | |

ltem Details (Monograph)

Title |Radiation protection in radiology-large facilfies

Subtitie [saety procedures for the installation, use and control of x-ray equipr

Author ‘Canada, Health Canada.;Lavoie, Christian

Series Title & Numbering |Safety code ; 35.

Sponsoring Body |

Publisher ‘Hea\lh Canada

4——— The bibliographic information auto-populates
into the ltem Details section of the request form

Place of Publication [[Ottawa]

Date ‘cz(ms

Eaition |

Item Description (86 p.; 28 cm

ISBN ‘9731100702394
vpe |

Crassmark |

[N | | S | N} | =1 |

Additional Nos |

Version: VDX 4.4.3 (Build 222) Copyright ® 20002009 0cLe. ByocLe
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PARTS OF THE ILL REQUEST FORM
The ILL request is made up of one long form divided into sections and subsections:

Request Details

1 The request details section displays the authorisation status of the new request and the
item format.

91 By default, the authorisation statuswi | IT ob 8 ed A u t When thisaatldofisation
status is chosen, VDX will automaticallydoaprecc heck t o ensure that thi
available locally, from within TRAC It will also check to ensure that this request is not a
duplicate. Lastly, VDX will place your ILL processing centre information in the request
so that it is ready to be sent off for ordering.
1 The Item Format should be reviewed and changed if necessary. For example, if you
want a book on CD, select it from the Item Format drop down list:

Request Details

Authorisation Status | To be Authorised b

Itemn Format |Book v */-

Service Details

Service Details

Service 1 Service 2
Service Type |Loan v Service Type v

Media Type v Media Type v
Use Our Local Number to record your locally defined running number for this request

Our Local Number

1 The default Service Type (Loan or Copy non-returnable) will be automatically entered by
VDX based on whether the item is a book or journal. You can change this if you wish to
override the default service type. An additional service type may be added in the
Service 2 field.

PLEASE NOTE: this information is defaulted by the system, you do not need to make changes
to the service details.
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1 The Media Type field allows you to specify what format you would like to receive the
material in, for example, printed or photocopy. You need only specify a Media Type if
you want anything other than a printed book. You may specify 2 media type preferences.

1 The Our Local Number field allows you to record a local request number in addition to
the VDX assigned ILL number i you will later be able to retrieve the request by
searching for this local number on the standard or advanced ILL request search screens.
This field is optional and is provided for libraries that have an additional request tracking
system or ILL paperwork outside of VDX. You local number can be any number/letter
combination. eg:

Use Our Local Mumber to record your locally defined running number for this request

Our Local Number |AGD-SMITH#2

Item Details (Monograph)

This section of the request form shows bibliographic information that is automatically pulled into
the form from your search results.

VDX Standard Advanced Profiles Results Merge Duplicates Filter Options SortResults Status History Saved List Create Request
Search Item Details (Monograph)
Requests Title | Mid-iire
Wark Queue T
U Subtitle ‘not&f. from the halfway mark

ser
Locations Author |Kaye, Elizabetn, 1945- £
Reports Series Title & Numbering ‘ =
Logout ing Body |
Help

Publisher | Addison-Wesley Pub. Co.
Barcode Place of Publicati ‘Readmg Mass The request details will be filled in automatically after
ALCA s + you click on the request option. You can add or remove
Edition |

ltem Description ‘186 p.; 20 cm.

ISBN ‘020140849)(

uPC ‘

Classmark ‘

Additional Nos ‘LCN: 94040336

|
\
|
\
|
|
|
Date \c1996. \ information from any of the item details fields.
|
|
|
\
|
|
\

Ref. Source ‘TRACIF‘AC

Version: VDX 4.1.3 (Build 222) Copyright © 2000-2009 OCLC. QOCLC

An Item Note is a public note. The note is sent with the request and will display your instructions
for all potential suppliers. ** Please note that this is for demonstrative purposes only. Any items
in TRAC should be requested through Polaris.

VDX . Standard Advanced Proflles Results Merge Duplicales Filter Options SortResults Status History Savedlist Searches Create Request

|| Use ltem Note to send the lender important additional item information like ‘Large Print Version' or First Edition Only’ or fo indicate that the Visuaily Impaired ion form is signed and on your files. 0
Search 3
Requests Item Note i
Work Queue 4 . .

Patron will accept any edition.

User
Locations = 2
Reports - Version: VDX 4.1.3 (Build 222) Copyright & 2000-2009 OCLC. GOCLC
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The Control Numbers that are found in the biographic record are displayed here:

VDX

Search
Requests
Work Queue
User
Locations
Reports
Logout

Help

Barcode

. Standard Advanced Profiles Results Merge Duplicates Filter Options  Sort Results ~ Status History

‘Well-Known Control Numbers

Saved List Searches

Create Request

Here is a list of well-known control numbers related to this record - use this dialogue to add, edit or delete the numbers in this list

I

94040336 [Library of Congress] g |

Library of Congress

[=]|

. Version: VDX 4.1.3 (Build 222)

The control numbers (Library of Cangress, OCLC etc.) that are found in the
bibliographic record are displayed in the Control Numbers box.

Itis not necessary to add or remove values from this area of the ILL request
form.

@ Update @ Add ) Delete

Copyright ©2000-2009 ocLe. (B ocLe

Rota Details

The left-hand Available box shows the locations that have copies of the item available for loan.

This is not the actual rota (lending string). The rota will display on the right hand side in the
Selected box.

VDX

Search
Requests
Work Queus
User
Locations
Reports
Logout
Help

Barcode
ALCA

Standard Advanced Profles Results Merge Duplicates Filter Options SortResults Status  History

Saved List Searches

The left-hand Available box shows the locations

Create Request

Rota Details identified as having copies of this item.
Holdings |  Found /
Available Selected
Peace River Municipal Library
< hdd »Up

G Remove

@ Select Al _j Deselect All
itrary syminolor acation name: [ |
Rota Location Details
Symbol
Description

Suspension

Control Numbers ltem Numbers

# Update © Add € Delete

O Delete

Selected ltem Details

Control Number |

ttem Number |

|
|
Gall Number | |
|

Chronology |

Version: VDX 4.1.3 (Build 222)

I

Copyright © 2000-2009 0cLe. ByocLe
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Check the Rota Details. You want to see your ILL processing centre or lender displayed in the
box on the right:

Search
Requests
Work Queue
User
Locations
Reports
Logout

Help

Barcode
AEPNL

Standard Advanced Profiles Results Merge Duplicates Filter Options  Sort Results Status History Saved List Searches Create Request
Rota Details

Holdings Found

Available Selected

Northern Lights Library System

Northern Lights Library System

% Add

{7 Remove
Your headquarters, Northern
Lights Library System should be
displayed here

& Select Al Deselect All
Library symbol or location name: AEPNL

Rota Location Details

smea

Description ‘

ambral Nuommbhars

If it isn't, type AEPNL or
Northern Lights here and
click search

Item Numbers

Version: VDX 4.1.3 (Build 222)

5

~,
S I5

[

-

Copyright @ 2000-2009 0CLC. () ocLe
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If your processing centre is hot showing in the right hand rota box, you can use Add or Remove
to change the rota selections. Click on the library name in the left hand side Available box in
order to highlight and add this library to your rota.

Alternately, click on the library name in the right hand box to highlight it and to remove this item
from your Selected rota.

- — Standard Advanced Profiles Results Merge Duplicates Filter Options  Sort Results Status History SavedList Searches Create Request
\ = N@“
\/ If you see any other library name in the right hand rota box, click on the -
. name to highlight it. Now click on Remove to remove this item from the
Rota Details rota box.
Search |
Requests
E Holdings Found
Work Queue
User Available Selected
Locations Northern Lights Library System Northern Lights Library System
Reports
Logout Add Up
Help + Remove Northern Lights should be Down
displayed only once in this rota Tl
box. Ifitisn't displayed, type
Barcode AEPNL or Northern Lights into =
___—  the search box here T
AEPNL
@ Select All _j Deselect All Iy
Library symbol or location name: AEPNL @
Rota Location Details
Symbol
Description
Suspension
Pantral Miomhane Item Numbers s
Version: VDX 4.1.3 (Build 222) Copyright © 2000-2009 OCLC (>\0CLC

You can enter a private note here:

VDX ~ Standard Acvanced Profles Results Merge Duplicates Filter Options SortResufts Stalus History SavedList Searches Create Request

search Notes

Requests

Work Queue | | Use Private Note to add notes that will only be seen by staff at your library

User b

Locations Private Note

Reports CELD?VO” "‘Ee’ 5:00pm when item A private note is displayed on your VDX login and contains (=)

Logout ready for pickup. + information for your staff only.

Help =

Barcode
Version: VDX 4.1.3 (Build 222) copyristt @ 20002008 ocie. () ocLe

|_aica =

The private note is not sent with the request to potential suppliers. It is only seen by the
requesting library.
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Patron Details

In this area of the request form you can add the patron information.

Search

Requests
Work Queue
User
Locations
Reports
Logout

Help

Barcode
AEPNL

Standard Advanced Profiles Results

Patron Details

Patron Barcode

Authentication Service

Patron Name
Patron Barcode
Patron ID
Patron status

Patron Email

Amount willing to pay

Additional Service Details
Service Level
Can Hold
Max. Cost

Need By Date
Expiry Type

Merge Duplicates  Filter Options

Sort Results

%
-
‘AEF’NL - 208000011111 Step 1

Status History Saved List Searches Create Request
V' Step 3
| ¥ Validate

Step 2

Northern Lights Library System <

AEPNL
28
BUSYS

If the patron name/barcode is not displayed here:
Step 1 Add the full barcode with prefix

Step 2 Make sure the Authentication service is VDX
Step 3 Now click validate to link the patron to this
request

]

[l

&

™

i

Version: VDX 4.1.3 (Build 222)

Copyright © 2000-2009 ocLC. (P ocLe

The Patron name and client barcode are searchable fields in VDX. Once the patron details are
added, click Validate to link the VDX user record to the request:

Search

Requests
Work Queue
User
Locations
Reports
Logout

Help

Barcode
AEPNL

Standard Advanced Profiles Results

Patron Details

Patron Barcode

Authentication Service

Merge Duplicates  Filter Options

Sort Results

Status History Saved List Searches Create Request
hdl
| ¥ Valdate

‘ Northern Lights Library System F‘

Patron Name
Patron Barcode
Patron ID
Patron status

John Smith

AEPNL - 208000011111
40749

NO_ID

The patron is linked to the request
if it displays here

Patron Email

Amount willing to pay

Additional Service Details
Service Level
Can Hold
Max. Cost
Need By Date
Expiry Type

Version: VDX 4.1.3 (Build 222)

‘ librarian@nllslibrary.ab.ca

]

E]

m

Copyright © 2000-2009 0cLC. (P ocLe

If you do not link a patron to the request, the patron name will be the staff login information.
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Additional Service Details

Most of the fields in this area are defaulted by the system for your location. If you add any

information here, it will override the VDX defaults.

Additional Service Details

Service Level F
Can Hold [~
e vacost | | B
- NeedByDate | | <7
Y Most of the fields in this section are
Expiry Type - defaulted by the system. If you add
piry Typ r any information in this section it
Expiry Days l:l will override the VDX defaults
Delivery Details
Delivery Method " —
. ) " . Select the delivery method from
Pickup Location Northern Lights Library System ~ | the drop down list. For example,
government courier. If no delivery
Reset method is chosen, the VDX default

You can specify a Service Level that indicates if you need Normal or Rush Delivery.

this field blank is fine and the system will default to normal delivery.

Maximum cost indicates the most you will pay to obtain a loan/copy of this item.

Leaving

Need By Date indicates the date that you need to receive this item by. We recommend that you

don't fill in this field unless you really do not want to receive the item after this defined date. In

VDX, the request will expire regardless of the request status, if the need by date is met.
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VDX will send an Expiry Date to the responding location, indicating how long the responder
should have the request before it moves on to the next potential lender. Our system default for

Expiry is 14 days. Changing the expiry date will override the default.

VDX * Standard Advanced Profiles Resulls Merqe Duplicates Filler Options SorResults Status History Savedlist Searches Create Request
Search Additional Service Details
Requests Service Level [
Work Queus
Can Hold [~
User E EI
Locations Max. Cost
Reports Need By Date
. IFyou enter an expiry date here, it will override
Logout Expiry Type | Calc From Expiry DEY;E? e system Seroutor 14 days
Help Expiry Days |5
ALCA . Version: VDX 4.1.3 (Build 222)

1

Copyright @ 2000-2008 ocLe. () ocLe

Once all of the request details are entered, click on the
button on the top and bottom of the ILL request form.)

Once the request has been submitted, a new request message is displayed:

“button. (There is a request

Standard Advanced Profiles Results Merge Duplicat Filter Options Sort Results Status History SavedLlist Searches Create Request

VDX
New Request
Search
Requests
Work Gueus Request Result
User “Your request has been successfully submitted.
Locations
The system has assigned the ILL number 553098 to the request.
Reports
Logout Use the Requests option to track the status of this request
Help .
Request Details
ALCA — LOAN Request - 19 Aug 2010 —

Request Number: 553098
Title: Harry Potter and the prisoner of Azkaban
Author Rowling, J. K-

Date of publication: ¢1999;2001.

&4 Print
Version: VDX 4.1.3 (Build 222)

m

Copyright © 2000-2008 OCLE. B oCLE
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REQUESTING ITEMS NOT FOUND IN A VDX SEARCH

There may be times when you are not able to find an item by searching for it in VDX.

You can enter the request details yourself manually with the Create Request link at the top of
the Search Menu screen. Or create a new request from the Request menu by selecting Create

at the top of the screen.

A blank request form will be displayed:

Standard Advanced Profiles Searches Create Request

VDX
Authorisation Status | To be Autnorised [~]

Searcn
Requests Item Format | Book [=]
Work Queue - .

Service Details
User
Locations Service 1
Reports Service Type |Loan
Logout Media Type [+]
Help

Use Our Local Number o record your localy defined running number for this request

ALCA

Our Local Number

Item Details (Monograph)
Title
Subtitle
Author
Series Title & Numbering
Sponsoring Body
Publisher
Place of Publication
Date
Edition
Item Description
ISBN
uPc
Classmark
Additional Nos

Ref. Source

Version: VDX 4.1.3 (Build 222)

Service 2

Use Item Note to send the lender important additional item information like ‘Large Print Version' or First Edition Only o o indicate that the Visually Impaired dectaration form is complefed, signed and on your fifes.

Copyright © 20002009 ocLe. B ocLe

Chose the correct Item format, type in the bibliographic information, link the patron and click

the button.
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MANAGING REQUESTS & NAVIGATING YOUR WORK QUEUE

To manage your requests, you need to choose the Request Menu from the left hand side menu
options. This will take you to the advanced request search screen where you can search the
Other fields in order to find a specific request or list of requests:

= Standard Advanced Results Bulk Action Create Batch Update Saved Searches Work Queue Work Queue Edit
s{.ﬁn@ﬂ
ILL Request Search
Search
Requests Reset Form
Work Queue
User Your Library's Role Request Status
Locations " Lender (Responder) Status |Cancel Pending
~ =
Reports ' Borrower (Requester) Cancelled
Logout . Checked In
el @ Both Conditional
b Error
- - [“IDisplay sent messages only Authorisation Statu F
Logout . . )
hel O Display Terminated requests Last Action F
elp
] Display Completed requests Any Action F
Logo;t [l Display Not Supplied requests Service Level ’T
Help Service Type 1 F
You can include completed requests to Log Message Type F
- . h strats by checking thit
Logout zz:r search strategy by checking this Format |Article Printed <
Help Print Journal =
Book
P; f
Barcode SiRdrtleias
AEPNL Choose from the drop down list to
search for requests by number, title, ——— | ILL Number F ‘ | Or ’T
author, patron name, ISBN, etc.
ILL Number [~ |lor [+
ILL Number Bl |
Sort by | ILL Number F @ descending '7—‘ascending
Format (@ Standard ) Print
Records per page 10F
Reset Form
Version: VDX 4.1.3 (Build 222) Copyright © 2000-2000 0cLC. (P ocL

Check the Display sent messages only checkbox to only display requests that have been sent
to potential lenders. Requests with a status of Idle will not be displayed when this box is
checked.

Check the Display Terminated requests checkbox to display only requests that have been
cancelled by the end user or terminated by staff.

Check the Display Completed requests checkbox to include requests that have been
completed in the results set. If this box is not ticked, VDX will not show Completed requests as
they are no longer active.

Check the Display Not Supplied Requests to include requests that have a status of Not
Supplied in the results set. If this box is not ticked, VDX will not show Not Supplied requests as
they are no longer active.
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To retrieve all results for your search, you should check both Display Completed requests and
Display Not Supplied Requests

The Other Fields section allows you search for specific ILL requests placed. Simply enter the
ILL request number and click Search. You can use Boolean operators - and, or, & not to further
define your search further.

Work Queue

The Work Queue gives you a quick view of all of your active requests.

To access your work queue, click on the Work Queue menu button found on the left hand side
of the screen, menu bar.

Search

Requests

Work Queue

User ‘\
Locations

Reports

Logout

Help

Rarrndea
2al LVUUG

AEPNL

If you are already in the Request menu, work queue can also be selected from the links at the
top of the screen:

Standard Advanced Resulls BulkAdion Create BatchUndate SavedSeamhe‘ ’.'\fmkaueueb\"\‘mkaueueEdit

Your work queue will now be displayed:

PLEASE NOTE: You should only see request counts on the Borrower queue. You should have
zero counts on the lending side. If there are items on the Lender queue, please contact
Northern Lights Library System Interlibrary Loan staff to correct this error.
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Clicking on the number in the Count column will bring up a set of requests in a particular status,
such as, Idle or End of Rota.

Search
Requests
Werk Queue
User
Locations
Reports
Logout
Help
Logout
Help
Logout
Help

Barcode
AELK

Standard Advanced Results Bulk Action Create Batch Update Saved Searches Work Queue Work Queue Edit
Work Queue
Borrower Lender
Status Count Status Count
Requests are grouped by their status Idle / Check Manual 0 New Requests 0
Idle / Auth Manual 1 New Requests Expiring Today 0
Pending > 2 weeks 2
Pending 2
Erasrroa srs 0"t e o o s
Terminated 0
Informed Will Supph 0 Will Supply 0
Conditional 0 Conditional 0
Cancal Pandina n Canral Ranastad n
Shipped 4 Shipped 0
Shipped > 2 weeks 4
Received 2
Renew Pending Renewal Requested 0
Overdue 2 Overdue Today 0
Overdue > 4 weeks 0
Recalled 0 Recalled 0
Returned 4 Returned 0

Version: VDX 4.1.3 (Build 222)

Copyright © 2000-2009 0cLC. (7) ocLd

Click on the number beside the Idle to see a list of all requests found in this particular status:

Search
Requests
Work Queue
User
Locations
Reports
Logout

Help

Barcode
AELK

Standard Advanced Results Bulk Action Create

Borrower (Requester) Results

Number of Results: 1

Batch Update

Saved Searches Work Queue

Bulk Action: [ Select all ) Deselect all B=INI[QNS{TT

"] Elk Point Municipal Library:581098
Tiny houses /
Zeiger, Mimi | ISBN: 9780847832033

Status: |dle Authorisation: User initiated, please verif [ast Action:

REQUEST  Rora-00f0 [

REQUEST

Broker n

Work Queue E

dit Print

[-Jsave Search

Details #Acknowledge BL Art Format s Print

End of Results

Number of Resuits:

Version: VDX 4.1.3 (Build 222)

Copyright © 2000-2009 OCLC. () ocLe
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Borrower Work Queue Statuses

The Borrowing work queue statuses are listed in sequential order, not alphabetically. They are
grouped by the various statuses that a request will move through as the item is ordered,
shipped, received and returned.

Statuses on your work queue that you will want to follow up on regularly are:
Idle / Check Manual
Idle / Auth Manual
End of Rota
Messages
Definitions of the work queue statuses are explained further in the VDX Glossary document.

Please contact Northern Lights Library System ILL staff if you would like a copy of the glossary.

Idle / Check Manual

A request goes to Check Manual when VDX requires staff to manually review and authorize a
request.

Click on the work queue count for Idle / Check Manual. You will now see a list of requests in
this status. Click on the Details link in order to view the details of this request:
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