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After clicking on Login,  the next screen you will see is the Advanced ILL Request Search.  

This is part of the Requests Menu. 

 

 

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. 
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VDX USERS 

For example, if you choose the ñUserò button, you have the option to: 

¶ Search for a VDX user record (patron or staff user) 

¶ Get a list of Results from a user search (the Results link is the back browser) 

¶ Create a new VDX user record 

¶ Or view search Profiles created by other VDX users (the Profile link option will be 

discussed later as a part of the Search Menu) 

 

 

 

 

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 

patronôs behalf. 
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WHAT IS A USER RECORD FOR? 

¶ enables you to store their contact information in VDX  

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

The following screen will be displayed:  
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FILLING IN THE USER RECORD FORM 

When entering the patron information please consider the following: 

¶ The Barcode field must have the prefix of AEPNL- preceding the patronôs library card 

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 

¶ 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 ñpatronò if 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) 

¶ Banned in VDX field and Has Presigned Copyright field defaulted to ñNOò 

¶ 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. 
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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: 
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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: 

 

Choose Client Home from the Address Type drop down menu and enter the patron 

information you wish to record in VDX. 
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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. 
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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 

search Library and Archives Canadaôs online catalogue, AMICUS. 

The library catalogues are grouped by Profile: 
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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 ï 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 ï searches AMICUS and also provides links to 

external websites, such as, Amazon.ca 

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. 

 

 

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. 
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Creating a custom profile: 

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

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

3. Click on the box next to any of the library catalogues you wish to add to your new profile 

4. Name your new custom profile and then click on create to save it 

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

your drop down list of profiles 
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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: 

 

 

 

 

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 Request link to request an item, you will be prompted to 

Login. 
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TYPE IN A SEARCH TERM 

You can change the Field by clicking the dropdown arrow: 

 

 

Once you have typed in your Search Terms click on the    button from either the top or 
bottom of the screen. 
 
 
 
VDX will search the library catalogues from your selected profile: 

  

 

 

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

 

 

 

 

 

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. 
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Beside each record in the Results list you will see the options Save, Request, or Details. 

 

 

 

 

 

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. 
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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 Results 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. 
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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 

¶ The request details section displays the authorisation status of the new request and the 

item format. 

 

¶ By default, the authorisation status will be óTo Be Authorisedô.  When this authorisation 

status is chosen, VDX will automatically do a pre-check to ensure that this item isnôt 

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. 

¶ 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: 

 

 

Service Details 

 

¶ 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. 



21 
 

¶ 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. 

 

¶ The Our Local Number field allows you to record a local request number in addition to 

the VDX assigned ILL number ï 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: 

 

Item Details (Monograph) 

This section of the request form shows bibliographic information that is automatically pulled into 

the form from your search results. 

 

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. 
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The Control Numbers that are found in the biographic record are displayed here: 

 

 

 

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. 
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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: 
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If your processing centre is not 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. 

 

 

You can enter a private note here: 

 

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. 

 

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: 

 

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. 

 

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

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. 

 

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. 

 

Once all of the request details are entered, click on the  button. (There is a request 

button on the top and bottom of the ILL request form.) 

 

 

 

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

 

 

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: 

 

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.   

  

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

top of the screen: 

 

 

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. 

 

 

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

 

 

 


