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Contacting the MLS Resource Sharing Office

Please feel free to contact staff at the MLS Resource Sharing
office with any questions or concerns you may have regarding
our service. Resource Sharing staff is available Monéralay
8:30¢ 5:00.

The MLS Resource Sharing office can be contacted via
1 Phone (630) 7345160
1 Fax (630) 7345050

7 Emall metroill@mls.lib.il.us

The MLS ILL mail list addresmis-ill@mls.lib.il.usTo subscribe,
send an email taMLSILLrequest@mls.lib.il.usvith "subscribe”

in the subject line of your message. Once you have subscribed,
feel free to initiate and contribute to Resource Sharing
discussions.

You can view our blog and subscribe to the RSS feed at
http://resourcesharingblog.mis.lib.il.us/

For more information about MLS Resource Sharing visit our web
site at:

http://www.mls.lib.il.us/resource_sharing/index.asp
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LSy > YOUR P
Z Y. UBLIC
34 qio\“ LIBRARY CARD
is your passport to a
world of resources

ARV % ~,§
Mivary o

& 2dzNJ t dzof AO [ A0 N} NB /

The MLS Resource Sharing Service publishes and supplies free of
charge to the MLS suburban membership a brochure defining
the three major services of Resource Sharing:

1 Interlibrary Loan

1 Reciprocal Borrowing

T Union List of Serials
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Arabic. To request a supply for your library either call the MLS
Resource Sharing office at (630) &0 or request a supply
online at:

http://www.mls.lib.il.us/resource _sharing/supply reguest.asp
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MLS Resource Sharing CE Opportunities

The Resource Sharing office usually sponsors one workshop or
forum per month; please view the MLS Calendar for specifics at
http://www.librarylearning.info/?LibSys=MLSResource Sharing
Continuing Education events can be found by searching the title
G StQa ¢t wSaz2dz2NOS { KI NAyIde

Resource Sharing workshops and hands on training sessions are
usually free of charge. Library staff can register online for any
of these events by using the CE Calendar.
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1 How to write an ILL Policy
T ILL Practices, Policies,
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Libraries
7 SWAN ILL Statistics

Requesting a Site Visit

MLS Resource Sharing staff are available to visit your library for
individualized training and/or consultationPlease use the form
available on our website to schedule a visit at your convenience.
http://www.mls.lib.il.us/resource_sharing/site_visit_request.asp
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MLS Reciprocal Access Paolicy

The MLS Reciprocal Access Policy defines the privileges and
responsibilites of an MLS member library as related to
interlibrary loan and reciprocal borrowing.

It is expected that each library will participate in reciprocal
access as completely as possible within any organizational or
legal limitations that may be necessary.

Please refer to théMLS Reciprocal Access Pqlay approved by
the MLS Board of Directors on March 19, 2007, for specifics.

http://www.mls.lib.il.us/resource_sharing/pdf/
Reciprocal Access Policy March_2007.pdf

To facilitate reciprocal access, MLS has created a Reciprocal
Access Policy Directory which includes interlibrary loan,
photocopy and reciprocal borrowing policies of the membership.

http://www.mils.lib.il.us/resource_sharing/ill/dsearch.asp

Search the Reciprocal Access
Directory for:

1 Interlibrary loan policies

1 Photocopy policies

1 Reciprocal borrowing policies
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What is Reciprocal Borrowing?

Reciprocal Borrowing is a program that allows patrons with a
valid public library card to borrow materials from another public
library. In Reciprocal Borrowing the patron travels to the
material. Reciprocal Borrowing among the regional library
systems of lllinois is governed by thidinois Intersystem
Reciprocal Borrowing Covenant .
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What is Interlibrary Loan?

According to the American Library Associatibrierlibrary Loan

Code for the United State& ! y LYy G4 SNI A6 NI NB f 2
which a library requests material from, or supplies material to,
another librarye In Interlibrary Loan the material travels to the
patron. For more information about what codes, policies, or
standards apply to ILL activity please check

http://www.mls.lib.il.us/resource_sharing/loans.asp



file:///P:/common/ILLWEB/IllinoisIntersystemReciprocalBorrowingCovenant.pdf
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http://www.mls.lib.il.us/resource_sharing/loans.asp

Reguesting a Loan from the Resource Sharing Service

Prior to submitting a request for a loan to the MLS Resource
Sharing Office, a member must have exhausted the resources of
the SWANttp://swan.mls..lib.il.us/and IShare

https://i -share.carli.illinois.edu/ucdatabases. If the MLS member

is an OCLC library, the member must have exhausted all Illinois
locations on OCLC WorldCat Resource Sharing
www.firstsearch.oclc.org.
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Accessing SWAN

Any MLS member may access the SWAN database via the Web at
http://swan.mls.lib.il.us/ It is not necessary to purchase an
Internet contract to search the SWAN databasdowever, Web
access to SWAN only allows you to view the database. It does not
allow a library to place holds on materials. To place a hold on
SWAN you must purchase either a SWAN Internet or Enhanced
Access contract. Please see the MLS SWAN website for access
information at:http://www.mls.lib.il.us/swan/access/index.html

For information on purchasing a SWAN Internet or Enhanced
Access contract, please contact Heidi Bruss at MLS (630) 734
5125.



http://swan.sls.lib.il.us/
https://i-share.carli.illinois.edu/uc
http://www.firstsearch.oclc.org
http://swan.sls.lib.il.us/
http://www.sls.lib.il.us/swan/access/index.html

Requesting materials verified on SWAN

If you are a SWAN library

Please refer to the SWAN manual for appropriate MilCirc
procedures.
If you have a SWAN Internet Access or Enhanced Access contract

Please refer to your SWAN documentation. You may call the
owning library for a direct loan, (in this case ysace hold and do

not page or you may wait for the computer to generate a paging
list/slip to one of the libraries where the item has an on shelf
d0FGdza FYR A& K2t RIFI6fS G2 @2 dzN
sent to your library if the hold can not be filled.

If you are a noelSWAN library

After identifying an item on SWAN, view copy availability to
determine shelf status and call number information.
Refer to the MLS ILL Policy Directory for library contact
information, format policy, etc.

http://www.mls.lib.il.us/resource _sharing/ill/dsearch.asp
Prepare an ALA/ILL forhitp://www.ala.org/ala/mgrps/divs/rusa/
archive/protools/referencequidel/illformprint.doc or  http://
www.ala.org/ala/mgrps/divs/rusa/archive/protools/
referencequide/illformprint.pdfand route the completed form via
MLS delivery or fax to the owning library where the item shows an
on shelf statuslf all items are in circulation, recheck the SWAN
database intermittently until locating an item with on shelf

status
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I-Share includes the resources of 76 Illinois libraries belonging to
CARLI, theConsortium of Academic & Research Libraries in
lllinois. All MLS members must search th8Hare database prior

to submitting a request to the MLS Resource Sharing offtsleate

is available via the Web abttps://i-share.carli.illinois.edu/uc/
Every member of MLS has afsHare borrower ID number to
request materials remotely. If you should have any questions
concerning access to theShare database, feel free to call the MLS
Resource Sharing Office at (630) -B340.

Pease see the CARLI web site for complete instructions on
requesting materials viaShare at:http://www.carli.illinois.edu/
memprod/I-Share/docshs_req_illinet.pdf. Prior to requesting an
item on tShare, library staff should familiarize themselves with the

I-Share Library Resource Sharing Code
http://www.carli.illinois.edu/memprod/I-Share/docsAShareResSharecode. pdf

To update your lllinet Library Borrower ID Information see the

change of information form at:
http://www.carli.illinois.edu/memprod/I-Share/docs/change info.pdf

If your library should have trouble connecting to thé&Hare
database, please call the MLS Resource Sharing office. If you need
to contact the CARLI Office regarding patron status problems or
other technical questions, their number is (217) 27593.
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Requesting, Renewing, and Cancelling Requests for
Materials Located on-Share

Items located on -Share are generally available for remote
charging by any lllinet library. After checking for availability of an
item, request online. TheShare software will automatically and at
random choose a potential supplier for your request. You can
Y2YAG2NI GKS LINPINBaa 2F @&2dzNJ
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clicking in a renew box. After choosing the appropriate item click

0KS awSyS¢g {StSOGSR LiiSY&a¢ 0dz
more information.
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Information area of screen, Requests Pending. Outstanding
requests are listed by title. Find request you wish to cancel, check
02E FyYyR OtAO1l a/FyOSt {StSOGSH
cancel a request if it has been shipped to your library, only if it is
still pending.

12



Completion of the MLS Interlibrary Loan Request
Form

To submit a request to MLS Resource Sharing for either a loan or
photocopy, please use our online forms.

The loan request form is available at:
http://www.mls.lib.il.us/resource_sharing/ill/ill -request.asp

The copy request form is available at:
http://www.mls.lib.il.us/resource_sharing/ill/copy-request.asp
Your library will be sent email verification upon receipt of your
online request, provided you supply your email address on the
form.

Points to remember

Recent publication dates- Items published within the last six
months are generally not available via ILL from out of state
sources.

Newspaper microfilm-- When requesting newspaper microfilm, it
is necessary to specify theity and state of the newspaper's
publication. Remember most institutions will only supfiyee
reels of microfilm per request. If your patron is requesting a
number of years, please specify in tlenarks sectiorof the form
that the patron needs the next three reels of film beginning with a
given date.

Census material- Resource Sharing will attempt to borrow census
material for any US state. Please specify geries and reel
numberfor the state you are requesting. This information is found
in the pamphlets produced by the National Archives titieztieral
Population CensusYou can view these census catalogs online at
the National Archives website: http://www.archives.gov/
genealogy/census/usingpicrofilm-catalogs.html
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Soundex- If your patron is requesting Soundex or Miracode reels,
please provide us with the individual surname. This enables us to
recheck your coding of the name and ensure that your patron
receives the correct reel of film. Fmformation about Soundex
indexing see: http://www.archives.gov/publications/generahfo-
leaflets/55.htmlIFor Soundex or Miracodmding assistancenline
check:http://www.eogn.com/soundex/

MLS owns the US census through 1920 for Cook, Will and Du Page
counties These reels are entered on the SWAN datalyage//
swan.mls.lib.il.us/and are available for direct loan. MLS also owns
the Enumeration District Descriptorsnicrofilm reels for lllinois
(1900, 1910, and 1920). If you should have trouble bringing the
record up on SWAN, contact the Resource Sharing Office.

When requesting genealogy materials, please specify the surnames
or individuals your patron is researching. This enables us to
request photocopies from indexed nairculating materials.

The following numbers refer to the fields on the sample MLS
Resource Sharing Loan Request form.

1. Please indicate thatle of the item requested.

2. Please indicate theauthor of the item requested. Be as
specific as possible; include author's surname and given name.
If corporate author, please supply company's entire name; do
not abbreviate. Ifedited, a listing of some of the particular
contributors is helpful.

3. Publisher if known, should also be included. Please do not
abbreviate publisher's name.
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4. Publication Yearif known, is also a necessary element. If not
known, an approximation is helpful.

5. Please check the appropriate box on the form, indicating
whether your patron is willing to pay $3.00 to secure the loan
of the item. If you check "Not willing to pay $3.00", MLS will
pursue the loan of the item only from-gtate locations. OCLC
libraries must pursue #state locations first before submittal of
an ILL requestYou must check one of the two boxes
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