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About Own Services

The ‘Own Services’ function allows a library to configure the default cost when shipping an item to a particular
location (i.e. your library as Responder). For example, if your library has agreed to supply another library on a
reciprocal basis, an ILL ‘Own Service’ can be setup to default a $0 cost into the Ship Cost and Base Cost fields
when shipping to the requesting library. Note that ‘Own Services’ can only be configured for Libraries which are
LA Doc Del members and use LA Doc Del to request from your Library.

Viewing Own Services for your Location

1. Gotol  Lteeation | fiom the left side menu

2. Select SWISEMIEES £, the options across the top of the screen

This will take you to the ‘Services’ screen. If you have existing services configured, you will be able to view
the summary for each service from this screen, for example:

Services
Location: QCCL ] Create
Requester Service Service Type Service Inherits From Base Currency Tax
1] Level Cost Rate
MHUR HURSTVILLE CITY LIBRARY 254 Copy nan Wildcard o Australian Exermpt | B Attributes
SERYICE returnable Dollars EPEdit

il Delete



Adding a New Service

To add a new service, click on the C Create | putton. The ILL Service window will appear:

ILL Service

Responder Cairns City Library Service
Requester | j

Service Type | j

Service Levell 'I
Cosll

Currency |Australian Dollars j

Tax Rate I vl

| & Submit | | @ Reset |

Responder — The long description of your library

Requester — Select the location that requests from your library

Service Type — Select ‘Copy non returnable’, ‘Loan’ or ‘Wildcard’. Wildcard means that the ILL Service will apply
to both Copy non returnable and Loan requests.

Service Level — Select the service level you wish to apply to this ILL service. ‘Wildcard’ means that the ILL
Service will apply to all requests supplied at the ‘Core’, ‘Rush’ or ‘Express’ service levels.

Cost — Enter the cost you wish to have the request default to when shipping. Note that at the time of shipping the
cost can still be reset by submitting the ‘Recalc cost’ function.

Currency — This should be kept at the default Australian Dollars

Tax Rate — This should be left blank

When you have completed the required fields, click IM and you should be able to see the new service
added on the ‘Services’ summary screen.

Repeat the above process until you have configured all your locations ‘Own Services’.

Viewing and Editing the Details of Services
For each service on the ‘Services’ screen, you will have the following options:
[ Attributes | DO NOT USE
(& Edit Select this option if you wish to change any of the existing Service Details.

[ Delete Select this option if you wish to remove the Service.



