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How to find your requests in Libraries Australia Document Delivery

Below are some combinations you may want to try when looking for requests at different stages of
the ILL Cycle. Use the ILL Request Search screen or the Reports to find requests.
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To find new requests

e Type = Responder
e Status = In Process
e Auth Status = To be Acknowledged
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To find Not Supplied requests that have reached the end of the rota without being supplied

e Type = Requester
e Status = Not Supplied
 Authorisation status = Check Manual

* Uncheck ‘Display sent messages only’ box

e  Submit

See over page



To find incoming requests that are Cancelled, have a Message or are Conditional

e Report—6 To be Acknowledged requests requiring action — as Responder

e Enter a date and time (*If you run your reports daily, we recommend you use the same time
every day, so as not to pick up requests you had seen yesterday. eg entering a start time
of 8am yesterday and a finish time of 8am today will ensure you pick up all of the requests
that have come in until 8am today)

e Submit

To find your outgoing requests that have been answered with a Conditional or a Message

e Report—5 To be Acknowledged requests requiring action — as Requester
e Enter yesterday’s and today’s date (see * above)
e Submit

To find Completed requests:

Requests will automatically enter a complete status if:

a) it is a Copy request that has been Received by the Requester or

b) it is a Loan request that has been Checked-In by the Responder. Libraries Australia Document
Delivery staff recommend you complete your requests by actioning them as described above
(Rather than clicking the ‘Complete’ button). This will ensure a full record of the transaction, and is
in line with ILL best practices.

e Enter ILL or TGQ number
e Authorisation Status = Complete
e Submit

Enhanced Requesting in Libraries Australia:

For information on workflows dealing with the enhanced requesting option in Libraries Australia,
see http://www.nla.gov.au/librariesaustralia/docdel.html#managing




