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OVERVIEW  
 
 In this lesson you will learn how to manage the interlibrary loan borrowing 
process.  You will learn how to log-in to the ILL Administrative menu, search the 
virtual catalog by using Keyword, Browse, and Advanced Searching techniques, 
modify display options, and send interlibrary loan requests to the home library 
interlibrary loan office.  
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To Log -in:  
 
 
 
1.  From Netscape 6.0 or higher, or Internet Explorer 5.5 or higher, enter your libraryôs 
JerseyCat URL.  Each library will have its own unique URL. 

 
 
 
 
 
 
 
 

 
 
 

1. Enter your JerseyCat symbol in the Library and Username fields. 
 

2. Enter your password:  agentv2.  Click on Go. 
 
 
 
 
 
 

From Netscape 
or  Internet 
Explorer, enter 
your URL in the 
URL field box.  
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You will be presented with the JerseyCat searching menu. 
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Keyword Searching  
 
 

1. To do a keyword search, type in your search term.  Place a checkmark next 
to the union catalog and the Z39.50 target catalogs you want to search.  
The union catalog should be checked by default. Click on the ñSearchò 
button.  

 

 
 
 

2. As the results return, you will see the number of hits for your search in 
each of the catalogs youôve chosen. 

 
3. You can sort your results by title, author, or date.   
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4.  To look at a particular bibliographic record click on the link of the item.  
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You may choose to look at the labeled format of the record, or the MARC 
format of the record by choosing the appropriate format at the drop -down 
box.  The illustration above shows the labeled format.  The illustration below 
shows the MARC format. 

 
 

 
 

Labeled 

Format 

MARC 

FORMAT 
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Alpha Browse and  
Number  Searching  

 
 
 
 

Browse searching can be used as a general browsing search in author, title, and 
subject fields and for ISBN, ISSN, and other number searches.  For example:  if 
you want to search using an ISSN: 
 

1. Click on the ñBrowseò box. 
 
2. Enter the ISSN in the search term field and choose ISSN from the drop-down 

box.  Choose the NJ Union List of Serials. 
 

 

 
 

 
 
 
 
The results will show a list of bibliographic records for that particular ISSN as 
seen on the following page. 
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3. To view an item, click on the blue title link.  
 

 
 

 
~ NOTE :   Z39.50 TARGET CATALOGS MAY NOT SUPPORT 

AUTHOR, TITLE, AND SUBJECT BROWSE SEARCHING.  THEY DO 
SUPPORT ISBN, ISSN, AND OTHER NUMBER SEARCHES. 
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Advanced Searching  
 
 Advanced searching allows you to use Boolean qualifiers while searching.   
When searching the union catalog, you may also qualify your search by year of 
publication, language, media, and form.  You can also sort your results by a set of 
rules such as alphabetically by title or in order of publication.   
 

1. Click on the ñAdvanced Searchò box. 
 

2. Enter your search term and choose the appropriate bibliographic field 
from the drop dow n box. 
1. Enter the second and third search terms and choose the appropriate 

bibliographic field from the drop down boxes.  
 

 
 

2. Use the drop down boxes to choose your qualifiers.   
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~ NOTE :   Qualifiers only work in the Union Catalog but  
Boolean searching works in both the Union Catalog and 
Z39.50 targets  

 
3. Click on the Search button. 

 
 

~ NOTE :   Here is an example of how the qualifiers work in the Union 
Catalog.   

 
 

 
 
 
I am doing a search for the video ñRemember the Titans.ò  I am searching All 
Libraries for Visual Materials only.  

 
 
Note that only video materials bibliographic records have been returned to you.  
The little film slip in front of the title represents the media format.  

Visual 

Materials 

All Libraries 
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Submitting an Interlibrary Loan Request 
from JerseyCat 

 
 

Request This It em Option  
 
 

1.  To send the request to the libraries in the union catalog or to the library whose catalog 
you are looking at, click on the ñRequest This Itemò button. 
 

 
 
 
 
 

2.  After clicking on Request This Item, the system will add the symbol or symbols of 
the library catalog that the bibliographic record was taken from.     The request form 
will contain the bibliographic data from the selected bibliographic record and a 
symbol or symbols of holding libraries. Enter the required patron information then 
click on the ñSubmitò button. 

 
3.  The request will move into an Awaiting Lenders status.  Within a few minutes, up 
to 20 locations will be added to the lender list of the request based on your Preferred 
Lender List found in your libraryôs participant record 

 



 

November 2011 13 

  
 

NOTE :   Required fields are identified in red.  
4.   The request will be assigned a number that will be used to track the 

request throughout the entire ILL process. 

  

Bibliographic 

data 

Suggested 

Lenders String 

Patron 

Information 

ILL Transaction 

Number 

Submit Button 
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 Submitting An ILL Request from a  
Blank Interlibrary Form  

 
 

1. To enter an interlibrary loan request for which no bibliographic record 
was found in the virtual catalog:  

a. Click on the ñILL Optionsò link; 
b. Choose ñBlank Request Formò; 
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2. The form below will display. 

 
 
3. Red fields are required fields; however, as much information as 

possible should be entered about the item.  After information is 
entered, click on the ñSubmitò button. 

 
 

~ NOTE :   You will need a lender in the Lender List before submitting the request.  
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Adding JerseyCat+ to a Request  
 
 

1. After searching and finding the  item being requested, click on the ñRequest 
this Itemò.    

 

 
 
 

5. After clicking on Send Request, a request form will appear.  The request 
form will contain the bibliographic data from the selected bibliographic 
record and the symbol of the library the bi bliographic record was taken 
from.   

The system will automatically 

supply NJAC at the end of the 

lender list if your library uses the 

JerseyCat+ service.  
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6.  The system will supply the NJAC,30 automatically if your library uses the 
JerseyCat+ service. 

 
 
 
 
 

JerseyCat+  
 
 

JerseyCat+ Instructions:  
 
1. If a lender within the state from your lender list does not ship the request and 

you use the JerseyCat+ service, the request will go to the JerseyCat+ team as 
the final location.  

 
2. The JerseyCat+ staff will place the request to out-of-state locations. 
 
3. You treat JerseyCat+ requests just as you treat any other JerseyCat requests.  

Update them to RECEIVED and RETURNED.  They will be updated on OCLC 
automatically.   You may request a RENEWAL just as you request any other 
JerseyCat renewal. 
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Placing Photocopy Requests  
 

1. Search the NJ Union List of Serials for the title, volume, date and year 
needed.  Choose the New Jersey libraries that own the date and volume 
you need.   

2.  Use a blank request form to enter the bibliographic information for the 
article you need.  Use the drop-down menu at the top of the form to 
designate the request as a non -returnable interlibrary loan 
request.  

 

 
3.  Enter the following information:  

¶ Title of the journal  ï Title is a required field.  

¶ Author of the article  

¶ Volume, date, and page numbers ï Page numbers is a required field. 

¶ Customer name and any information  you want about the customer 

¶ Copyright compliance (CCG ï article from past 5 years; CCL ï if older 
than 5 years) 

¶ MaxCost 

¶ Enter up to 15 potential JerseyCat library symbols (Example: cmpl,4) 
in the Lender List box of the request.  Place NJAC at the end of the list 
if you are a JerseyCat+ user. 

 

 
4.  Click on Submit to send the request. 
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Summary  
 
 

 
 
In this lesson you learned how to manage the interlibrary loan borrowing 
process.  You learned how to log-in to the ILL Administrative menu, search the 
virtual c atalog by using Keyword, Browse, and Advanced Searching techniques, 
modify display options, and send interlibrary loan requests to the home libraryôs 
interlibrary loan office.  
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Basic Interlibrary Loan Workflow  
Using JerseyCat Borrowing   

Status Chang es 
 
 
The basic workflow for an interlibrary loan request on the 
borrowing side of the request is:  
 

Approved  Borrower must approve the request before it 
will go to the first lender.  

 
Received  Borrower has received item from a lender. 
 
Renewal  Borrower has requested a renewal from the lender. 
 
Returned  Borrower has shipped item back to the lender. 
 
. 
 
 

Other Borrowing Statuses  
 

Cancelled    Borrower has cancelled request for item. 
 
 
Expired  Need by date for the item has expired. 
 
Not Received  Borrower has not received requested item from the 

lender, within ten days of shipment.  
 
 
Overdue  Borrower has not returned item to lender and the due 

date has expired. 
 
Pending Cancel  Request is ready to be cancelled by borrower. 
 
Pending Change  Change to a request suggested by lender has been 

accepted by the borrower. 
 
Conditional  The lender can supply the requested material subject 

to the specified condition.  
  
Recalled  Lender needs item returned before due date.  
Renewal Accepted  Lender allows borrower to renew loan. 
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Renewal Rejected  Lender denies renewal of loan. 
 
Retry  Lender asks that borrower resubmit ILL request at a 

later date. 
 
Unfilled  Borrowerôs request has not/will not be filled by a 

lender. 
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Receiving Interlibrary Loan Items  

 
 

 
 

1. Items that arrive for your patrons will be in the ñShippedò link of the 
ñStatus Browseò option.  To get to that link, choose the ñStatus Browseò 
option on the drop -down box. 

 
 
 

2. To retrieve a list of the items, click on the ñShippedò link.  The screen 
below will appear. 
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3. To update the item to received, click on the drop-down box and highlight 
Received.  Click on the update button.  

 



 

November 2011 24 

 

Returning Interlibrary Loan Items  
 
 
 

1. Items that are returned by your patrons will be in the ñReceivedò or 
ñAccepted Renewalò link of the ñStatus Browseò option.  To get to that 
link, choose the Status Browse option on the drop-down box. 

 

 
 
 

2. To retrieve a list of the items, click on the ñReceivedò link.  The screen 
below will appear. 

3. To update the item to returned, click on the drop-down box and 
highlight Returned.  Click on the update button.   
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Requesting Renewals  
 
 
 

1. Items that are available for renewal will be in the ñReceivedò link of the 
ñStatus Browseò option.  To get to that link, choose the ñStatus Browseò 
option on the drop-down box. 

 

 
 

2. To retrieve a list of the items, click on the ñReceivedò link.  The screen 
below will appear. 

3. To request a renewal, click on the drop-down box and highlight 
Renewal.  Click on the update button.   
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Other Searching Opti ons in  
JerseyCat Interlibrary Loan  

 
 
Title Browse Option  
 

1. You may search for any request in JerseyCat by the title of the item.  
To do this, choose the ñTitle Browseò option in the options drop-
down box. 

2. Enter the title of the item requested in the Title t ext box.  Click on 
the ñSearchò button. 

 

 
 

3. If the title is found, it will appear at the top of the title listing.  Click on the 
link to pull up the request.  
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Request Number Search Option  
 

1. You may search for any request in JerseyCat by the transaction 
number.  To do this, choose the ñRequest Number Searchò option in 
the options drop -down box. 

2. Enter the ILL transaction number of the request in the Request 
Number text box.  Click on the ñSearchò button. 

 
 
 

3. The ILL request will appear on your 
screen.

 
 
 
 
 
Patron Search Option  

 
 
1. You may search for any request in JerseyCat by the patronôs name.  
To do this, choose the ñPatron Browseò option in the options drop-
down box. 
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2. Enter the patronôs name (last name first name) the ñPatron Nameò 
text box.  Click on the ñSearchò button. 

 
 
 
 

3. The ILL requests for your patron will appear at the top of the list on 
your screen.  
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Summary  
 
 

 
 
In this lesson you learned how to manage the interlibrary loan workflow and move 
requests through approve, receive, return, and renewal request statuses.  You also 
learned how to track requests by title, request number, or patron name.   
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Managing the Lending Process   
 

 
 
 
 
 
 
 

 
Contents  
  

Basic Interlibrary Loan Workflow ï Lending     
  
New Pending Requests from Other Libraries    

 
 Updating Requests to Shipped 
      
 Answering Renewal Requests 
      
 Completing Interlibrary Loan Transactions     
 
 Overdue Interlibrary Loan Materials and Recalls    
 
 Summary         
 
 

 
 
 
Overview  
 
 In this lesson you will learn how to manage the lending process.  You will learn 
how to log-in to the ILL Administrative menu, receive new requests from other libraries, 
print pick sheets, update requests to shipped, answer renewal requests, and complete 
interlibrary loan tr ansactions.  You will also learn how to handle overdue materials and 
learn how to recall those materials. 
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Basic Interlibrary Loan Workflow  
Using JerseyCat Lending  

Status Changes  
 
 
Pending  Request has been received by the lending 

library.  
 
Will Su pply/ In Process  Request has been accepted by lending library, 

but has not been filled. 
 
Shipped  Lender is shipping the requested item to the 

borrowing library.  
 
Renew /Overdue  Borrower requests loan renewal for title from 

lender and due date for the item has expired. 
 
Accept Renewal  Indicates you accept the borrowing libraryôs 

request for a renewal.  Borrower may retain the 
material for an additional period of time as 
specified in your libraryôs participant record. 

 
Reject Renewal  Indicates you reject the borrowerôs request for 

a loan renewal of the item.  Borrowing library 
must return the borrowed material.  

 
Check -In  Lender has received returned item from 

borrowing library.  
 
 
 

 
Reasons for ñNOò Response 

There are more reasons to choose from; however, these are the most likely 
reasons that will be used on JerseyCat.  Please note that the reasons of Lost, Non-
Circulating, and Not Owned prevent the request from coming back to you as a 
Retry later. 
 
Will not 
supply 

In use, on loan Use when an item is in circulation and you can lend at a 
later time.  

 In process Too new to lend ï it is still being processed. 
 Lost This will guarantee that the same request does not come 

back to the lender as a Retry 
 Non-circulating  This will guarantee that the same request does not come 

back to the lender as a Retry 
 Not owned This will guarantee that the same request does not come 
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back to the lender as a Retry 
 On order Item is on order and not part of your collection yet.  
 Volume, issue not 

yet here 
Issue of the journal has not arrived yet. 

 At bindery  Item is at the bindery  
 Not on shelf Item is missing  
 On reserve Item is on reserve for in-house use 
 Lacks copyright 

compliance 
CCG or CCL needed for photocopies 

 Not found as cited Bad citation  
 On hold On hold for one of your customers 
 Policy problem Your ILL lending policy does not permit you to lend the 

item ï Request can come back to you. 
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New Pending Requests from  
Other Libraries  

 
 

1. Your screen will appear as is shown below.  All new requests from 
borrowing libra ries will be in the Pending link.  Click on the Pending 
link.  

 

 

 
 
To print your new requests, click on the ñPrint All without Lender Listò button.  This will 
print all of your new requests and include your call number for the item if JerseyCat 
found the local call number when searching for the item. 

 
 


