[image: ]Type in either & hit Patron Lookup. 

Choose the correct patron.

 It will AUTO-FILL all the Patron information fields
AUTO-FILLED
IF LEFT CHECKED a newer/older copy may be sent.  The format should still be the same.



AUTO-FILLED
INFORMATION



Verify the default for these options are correct.  

DVD EXAMPLE

[bookmark: _GoBack][image: ]
REVIEW EVERYTHING

Then hit Submit,      Print out form & Highlight title


AUTO-FILLED
INFORMATION


TYPE IN
DVD, Season #, 
Please check for scratches
& any other special notes



AUTO-FILLED after finding through Patron Lookup.

 Can be manually entered if patron not found.

Verify or add in phone number
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ILL Request - record (Loan

Borrower: /LL-LOW Lowell Public Libr

Request Type Options:
Retumnabi

Material Bibliographic

Level Options: Material

Material Format
Options: None of the below v

Title/Journal Title: Pollyanna

Publisher (Place, Name, [Burbank, C It Disney - Distributed by Buena V
Date):

Physical Description: v s (approximately 134 min.) : sound, c
ISBN:
Verification: eated from Z3! d20 Evergreen Indiana Libraries

Any Edition is
Acceptable:

Patron Lookup

Patron's First Name:
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Pollyanna

Patron Lookup
Patron's First Name:
Patron's Library Card
Number:
Patron's Address 1:
Patron's Address 3

(City, State, ZIP):

Borrower's Notes:

ll Public Librar

nmercial

Ship to Country:
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