SRCS

Statewide Remote Circulation System
Circulation Support Division will be responsible for processing lending request and to check out items on loan to ISL patrons. 
Pull List
All incoming SRCS requests will appear daily on the Evergreen Pull List. SRCS items can be identified by finding the Pickup Library on the Pull List.
How to Access the Evergreen Pull List
1.  Log into the Evergreen Staff Client  

2. Select Pull List for Hold Requests in the lower left hand corner.
3. To print click Print Full Pull List in the bottom menu.
Once the Pull List is printed you will need to designate Evergreen items from SRCS items by looking at the Patron column. Within that column an Evergreen request will show a patron barcode, whereas a SRCS request will show an abbreviation of the borrowing library. Large Print items will be pulled daily by the Talking Books Division and brought up to the designated area.
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Lending 
As the lending library CSD is responsible for gathering requested item found on the Pull List and prep for delivery via InfoExpress. Like a traditional ILL some items do not circulate and the request has to be denied. If you are unsure about an item please be sure to check with the division head of the item’s collection. 
These items DO NOT circulate:

· Genealogy materials (ISLG) pre-1950 or only 1 copy of an item

· Reference materials from any division

· Materials published before 1950

· Microfilm/Microfiche (to individuals)

· Manuscripts

· Materials in poor condition

· Indiana materials:
· Reference
· Pre-1950
· County History Collection (977.201)
· Copy 1of an item (ISLI)
· Pamphlets (ISLO)
· Maps
· Photographs
· Broadsides
· Original Newspapers
· Civil War regimental histories
· Microform
Approving Requests in SRCS
1. Go to SRCS.library.in.gov 
2. Select Login in the upper right hand corner.

3. Type ISLI in the “Select your library” bar.
4. Enter in CSD password – Username:  / Password: 

5. Select Staff Dashboard in upper left hand corner.

6. Select Request Manager under “ILL ADMIN”

7. Select Pending in the upper right hand side. 
8. For items that will be approved click the title link and verify item barcode.
9. Next to each title select the appropriate drop down option. Items that meet the circulation guidelines can be marked Shipped. Items that cannot should be marked as Will not supply with an appropriate reason selected when possible.
10. Select Submit in the upper right hand corner.
Shipping Labels
1. From the Staff Dashboard select Maintain Shipping Labels
2. Check off the boxes next to the item(s) you want to ship.

3. Select Format to Print in the upper right hand corner.

4. And print once the popup box appears within your browser.

5. Fold shipping label in half and place inside book with the “Delivery” half facing up.
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InfoExpress
1. Go to: https://digital.statelib.lib.in.us/infoexpress/ 
2. Select Sign In and enter - Institution:  / Password: 
3. Select Parcels, Manifests & Labels.
4. Select Parcel Manager.
5. Enter in the name of the Borrowing Library and click Add New Parcel.
6. After all parcels are added print the updated manifest and labels.
7. Place to requested item in blue bag, zip close, and secure with plastic zip tie. 
8. Add the InfoExpress label to the blue bag and place bag in designated tub for pickup.

Borrowing
Marking Borrowed Items as Received
1. Go to SRCS.library.in.gov 

2. Select Login in the upper right hand corner.

3. Type ISLI in the “Select your library” bar.

4. Enter in CSD password – Username: / Password: 

5. Select Staff Dashboard in upper left hand corner.

6. Select Request Manager under “ILL ADMIN”

7. Select Shipped on left hand side of menu. 

8. Mark the appropriate items as Received.

9. Select Submit in the upper right hand corner.

Book Straps
After marking items as received a book strap will need to be added if the item does not already have one attached.
1. From the Staff Dashboard select Maintain Book Straps
2. Check off the boxes next to the item(s) you have received. 

3. Select Format to Print in the upper right hand corner.

4. And print once popup box appears within your browser. They will print 2 per page.
5. Cut page in half and attach book strap(s) to appropriate book.

[image: image3.emf]
Checking Out Item in Evergreen
1. From the checkout page enter ILL letters and numbers with no space (ex. ILL1234) in the barcode 
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2. The book title should automatically populate, however if it does not it will need to be added as a precat.
a. Select Precat on the popup button.

b. Enter in Title and Author.

c. Change Circ Modifer to ILL.
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3. Verify that the due date matches the date on the book strap.
a. From the Items Out page right click the item that

b. Select Edit Due Date
c. Enter in the due date that matches the date on the book strap.

d. Select Apply
Returning Borrowed Items
1. Go to SRCS.library.in.gov 

2. Select Login in the upper right hand corner.

3. Type ISLI in the “Select your library” bar.

4. Enter in CSD password – Username: / Password: 

5. Select Staff Dashboard in upper left hand corner.

6. Select Request Manager under “ILL ADMIN”

7. Select Borrower’s Received List
8. Next to the retuned title(s) select Returned from the drop down menu
9. Select Submit in the upper right hand corner.
10. Remove the book strap and flip shipping label to “Return” facing up.
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