Interlibrary Loan Instructions & FAQ
April 2008: 

ILL contacts:
Email:  amiller [at] mail.nfls.lib.wi.us  / Voice: 920-448-4418
Email:  pmikkels [at] mail.nfls.lib.wi.us / Voice: 920-448-4418

----------------------------------------

List of questions covered below: 

1.  What is OCLC WorldCat or "BadgerCat"?   (After this section, the database for searching will be 
 







referred to as "Worldcat".  The ILL database of ILL requests will be referred to as "OCLC".)

2.  What is "Open WorldCat"?

3.  How can patrons use OCLC WorldCat or "Badgercat"?  (A:  to search, create and send you a request)

4.  What are all the ways patrons can submit ILL requests?:  (A: via email from within BadgerCat, from 





the Infosoup ILL request form, etc.)
4a. Libraries that have less than 20 requests per year - Instructions

5.  Library Staff Access:  Setting up staff access and logging into my library's OCLC Worldcat account (or        


"library staff mode")

5a. Patron access to BadgerCat:  how to help them over the phone when their access from home doesn't 



work.

6.  How can I get an idea of the availability of an item first before I submit a request for it?

7.  How do I (correctly) fill out the ILL request form in Worldcat (and what happens if I don't do it 







correctly)

8.  Paper Backup request file - please maintain one - Instructions

9.  "Blank" requests:  (when you can't find an item record in OCLC for what your patron wants).   Can we 



make blank requests and how? 

10.  DEADLINE SERVICE - INSTRUCTIONS

11.  BOOK CLUBS & MULTIPLE COPIES - INSTRUCTIONS

12.  What's "Too New" to request on ILL?

13.  Formats:  MEDIA

14.  Formats:  SERIALS

15.  Who sees the notes I enter in my request and when? 

16.  What is the purpose of the "Requesting Library" - "CHOOSE YOUR LIBRARY" field and drop down 
 





menu in the WorldCat ILL request form?  (A: it does not control pickup location)

17.  Pick-up location:  how do I select the pick-up location for the item?

18.  What happens to my request when I submit it?  And what do the statuses mean?

19.  What WI libraries use and don't use OCLC for ILL and what does this mean?

20.  Which libraries don't live link WorldCat to their catalogs and how can I check those catalogs?

21.  When can I check on a request?  And what data should I give NFLS ILL staff to look up the request? 




(Note: not the request number)

22.  How long should requests take to get filled (or for us to get a final unfilled email reply from NFLS 






ILL)?

23.  Renewals

24.  How do I renew an item for a request that was submitted in OCLC but filled via email by a library that 


doesn't use OCLC ILL?

25.  Unfilleds:  when a request can't be filled, why and how are we notified?
  
26.  We've received an item our library didn't request.  Which library is it for and what should we do?

27.  What about annual statistics?

28.  Delivery Instructions:  http://www.nfls.lib.wi.us/delivery.htm




------------------------------------------------------------

1. What is OCLC WorldCat or "BadgerCat"?   (After this section, the database for searching will be referred to as "Worldcat".  The ILL database of ILL requests will be referred to as "OCLC".)

First, what is the difference between WorldCat and BadgerCat?

BadgerCat is a subset of WorldCat narrowed down to just the materials in Wisconsin libraries but when you have the "Limit to" field selected to "MN, SD, ND and Wisconsin Libraries, that's the group you're searching.   
	database: 
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BadgerCat
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A catalog of materials in Wisconsin libraries 
Limit to: 
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MN, SD, ND, and WI Libraries



 HYPERLINK "javascript:popup('groupcatalog')" 





Also, when you are viewing the results list, you can click on "Display All Libraries" to see the full WorldCat holdings for that item record:
Wisconsin+Libraries  |  Display All Libraries 
Libraries with Item: "Sea legs : / tales of a w..."( Record for Item | Get This Item ) 

	Location 
	Library 
	Code 

	US,WI
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Worldcat is a cataloging tool:
OCLC WorldCat or "BadgerCat" is a database that the world's libraries use for cataloging.  If a library adds an item using an existing item record in OCLC into their own library's catalog, that library is also added to that OCLC item record's holdings list in WorldCat.  

And a catalog:
Because WorldCat is the main cataloging tool for the world's libraries, this makes its catalog the most complete library catalog in the world and its library holdings lists instantly current.  --But sometimes it's too current as some libraries use OCLC for "pre-cataloging" which means item records and holdings can appear to exist when the item hasn't been published yet.  For more on this, see: "What's "Too New" to request on ILL?".  (hint: always be aware of the item's publication year - if it's the same year, check a few catalog links and/or amazon.com)

And an interlibrary loan system - 3 parts:
1. The access to the WorldCat/BadgerCat catalog that is available for your patrons is labeled / appears as "BadgerCat" and allows patrons to search the catalog for items and use specific item records to generate requests for those items.  BadgerCat is still WorldCat but just brings up the owning libraries within our 4 state van delivery system first.  There is a public version of WorldCat free to anyone in the world called "Open Worldcat" and that's described below this.

2. Member Library staff have "library staff access".  This is limited staff access, where you can log into your library's account, search WorldCat, create and submit requests and then view those requests from within your account.  You can also cancel and request renewals from the lender within this mode.  Sometimes requests will be automatically sent to possible lenders that OCLC automatically and randomly selects from a set of predetermined lenders (based on our location in the world, formats, libraries lending policies, etc.)  OCLC sends your requests to libraries it lists as owning the item - not necessarily libraries that appear to own the item AND appear to have it available on their shelf according to their catalogs.  No ILL system yet exists that can determine an item's shelf status within a library's catalog. For more details, see: "What happens to my request once I submit it?"

3. NFLS ILL staff access.  This is full access.  All the requests submitted by the libraries in NFLS and OWLS are in this mode and all the requests can be accessed by a single keyword (patron name, item title, author, etc.) and the complete request data can be viewed.  Also, this is where requests can be worked on by an actual human being (NFLS ILL staff), troubleshooted, etc.  Note: when emailing or calling NFLS ILL staff to look at a specific request, please don't give us the Request # - but the patron name, title, author so we can keyword search that data to bring up the request instead.  Request numbers that OCLC assigns to requests can change on our end based on the functions that have taken place with the request.

-----------------------------------------------------------


2. What is "Open WorldCat"?

The public can also search WorldCat for free and without a library barcode number using "Open WorldCat" but this only shows the holdings of the libraries that have full private subscriptions to WorldCat like OWLS & NFLS have purchased.  So this is not a complete view of WorldCat and the OCLC library holdings worldwide.

Searching Google and Yahoo, one can enter an author, title, etc. along with the words find in a library and Open WorldCat will be the first link that comes up. It will show you the nearest library that owns the item you're looking for and even give you a map (if that library or library system has a full WorldCat subscription).  Example:
http://worldcat.org/isbn/0064430170

Otherwise, Open WorldCat can be accessed directly at:
http://worldcat.org/
-----------------------------------------------------------

3.  How can patrons use OCLC WorldCat?  (A:  to search, create and send you a request via email from within BadgerCat)

Patrons can search Worldcat (for patrons and member library staff the database is labeled "BadgerCat") and email their library a request from within it, but OWLS and NFLS have purchased a subscription for our libraries that makes this possible.  Access from within the library is automatic, but access from outside the library requires the patron's library barcode number:

http://info.infosoup.org/badgercat.asp
-----------------------------------------------------------

4.  What are all the ways patrons can submit ILL requests?  (A:  via email from within BadgerCat, from the InfoSoup ILL request form, etc.)
a.) From within Worldcat ("BadgerCat" is how the database is labeled to the patron).  Once in an item record, there is an email icon in the upper right of the screen.  This generates an ILL request form that gets emailed to your library with the item record and patron data.

b.) From the ILL request form in Infosoup:
http://0-info.infosoup.org.www.infosoup.org/forms/ill2.asp
c.) By using their own email to send a request to your library.  

d.) By phone or in person.



-----------------------------------------------------------
4a. Libraries with less than 20 requests per year - Instructions
There are a few libraries with less than 20 requests a year.  If this is you: 

Instead of learning (and remembering) how to use ILL, please consider just emailing your requests to NFLS ILL staff for processing.

We’ll get a response back to you within a couple days on whether we can fill your request and if so, when you can expect it.


5.  Library Staff Access:  Setting up staff access and logging into my library's OCLC Worldcat account (or "library staff mode")


Please read all  the instructions on the webpage linked to here*:


Because instructions are for member library staff not the public, they are password protected:  

Instructions for Owlsnet libraries:
http://www.owlsweb.info/secure/interloan/staff_login.asp
username:  [ use the owlsnet extranet username and password to access this page ] 
password: [ use the owlsnet extranet username and password to access this page ] 

Instructions for the Brown Co. Library:
http://www.nfls.lib.wi.us/bc_staff_login.asp
username:  [ use the username and password that was created for you to access this page - you may need to contact NFLS ILL staff for this] 

password:  [ use the username and password that was created for you to access this page - you may need to contact NFLS ILL staff for this] 

-----------------


5a. Patron access to BadgerCat:  how to help them over the phone when their access from home doesn't work.

[ THE FULL ANSWER TO THIS QUESTION WILL BE ADDED ]


-----------------

Once into OCLC WorldCat, look for the third line down from the upper righthand corner of the screen.  The line will read:

Staff View  |  My Account  |  Options  |  Comments  |  Exit  |  Hide tips

Click on the second option: "My Account"

The next screen should read (in the upper lefthand corner):  "OCLC User Registration"

At the screen you should be prompted for your User Name and Password.  Both will be one word each, lower case.  Make sure your caps lock key is turned off.


Your User Name and Password is specific to your library and if you don't have these, you will need to call or email Anne or Pat at NFLS ILL.

Once you've successfully logged into your library's OCLC account, you will see a green checkmark in the upper lefthand corner of the screen and the message "You have been authenticated succesfully."   

You will also see the message in the upper righthand corner of the screen "Hello XYZ PL - ILL XYZ! (If you are not XYZ Library PL - ILL XYZ, click here). -- where XYZ = your library's name.



----------------------------------------------------------



6.  How can I get an idea of the availability of an item even before I request it?

Note: a list of which of our 4 state network libraries lend which formats needs to be compiled and posted here for you to view and print off for reference.

Rule #1 - for any item - only one or a few libraries in the world own it?: 
If only a few libraries own, ALWAYS, ALWAYS click on a few of the live links to their catalogs to check the shelf status, etc.
If the owning library/ies don't have live links to their catalogs in OCLC, you can use this page to access their catalogs:

http://www.nfls.lib.wi.us/ILL2/illresources.htm

Rule #2 - for any item - too new?:  
Item has to have a publication date of a minimum of 4 months ago in order to request from another library on ILL.  Always check the publication year in the item record.  If it's in the current year, verify the publication date first.  Sometimes checking Amazon.com is the only way to get that information.  Even if it is older than 4 months, that means it's still new - click on a few live links to some owning libraries' catalogs to get a sense of what the demand is - if high demand at the libraries you check, chances are it's going to be high demand everywhere.   

You can check for availability at more library catalogs or you can let you patron know to check the catalog links to see when demand has gone down and when the item may be available if they still wish to get it later through ILL.  You can also always purchase the item if it fits your coll. dev. policy.

Media:

-- most WI public libraries will lend all media (click on the catalog links to first check if they currently appear available on the shelf at those libraries)

-- most Milw Co. libraries will lend media but we're rationed per year in our access to them, so access is on a case by case basis. We try to reserve them for non-entertainment media only.  There is a possibility that NFLS & OWLS might be able to pay for any requests we need filled from Milw Co. that exceed our annual rationed amount - but no agreement has been made for this yet.

-- less than WI, but most MN, SD, ND public libraries will lend their entertainment media.  Not:  Rochester PL, or Ramsey Co., Traverse De Sioux, MN)

-- hardly any WI, MN, SD, ND academic libs will lend.  (Note: A chart needs to be compiled and posted here for your reference).

-- "out of state" = "OS" libraries are those outside of our 4 state van delivery network (WI, MN, SD, ND).  Almost no academic "OS" will lend media at all much less entertainment media and the few OS public libraries that do have the rest of the world going to them as well.  They could discontinue their media lending policies at any time they decide the volume of requests they receive as lenders isn't worth it.  So, in order to keep them as an available source for when our patrons really need them, we want to use them very sparingly on a case by case basis for serious needs only.  

For example, borrowing the pop music CD "Rap hits of the 90's" from Denver PL for your patron today could mean not being able to get "Pimsleur's Conversational Turkish" language CDs from Denver PL  for your patron tomorrow.  However, this is a general guideline and we can always try to make exceptions if patrons have a serious need (work, school, project, event, unavailable commercially, etc.) for an entertainment media title.  Another alternative, as always, is for the borrowing library to purchase the item/s too.



Children's literature or teacher-based materials: 
- public libraries will lend
- academic libraries will usually not lend - usually are in their teacher education collections which don't circulate on ILL.

Academic libraries -  if only academic libraries appear to own, click on the live links into one or two of their catalogs for shelf status - if it's on reserve or in a special collection or in a collection for teacher education instruction.

Wisconsin Historical Society, and or UW-Madison as the only owning library:
- please click on the live link to the UW-Madison catalog to check for availability.



----------------------------------------------------------


7.  How do I (correctly) fill out the request form in Worldcat?  (and what happens if I don't do it correctly?)
 

THE FULL ANSWER TO THIS QUESTION IS ANSWERED THROUGH QUESTIONS #6 TO #16.
(Also:  visuals with screen captures will be coming for this answer as well).

BRIEF ANSWER:
When filling out the ILL request form in WorldCat, PLEASE read and follow all the instructions and required fields accurately even when they seem obvious and/or redundant. (And make sure you have logged into "MY ACCOUNT" and that "Hello (Your Library Name) - PL" displays on the screen in the upper right corner.)

LONGER ANSWER:

If you're a Brown Co. Library: you want to first ask your patron which location they would like to pick the item up at.  That is the Brown Co. Library location you want to log in as. 
Once you submit the request, you'll want to print off a paper copy and send to the corresponding branch.

FIELD: Today's Date
Please always fill this in.  THIS IS THE ONLY WAY TO KNOW WHEN THE REQUEST WAS MADE.  OCLC does attach a date to your request automatically but it changes based on the date that various functions occur to your request. 

FIELD: "Requesting Library" field and "CHOOSE YOUR LIBRARY" 
This field and drop down menu is not for selecting a pickup location (you determine that by which library account you've logged in as.  Brown Co. library locations use each others' logins depending on which branch their patron wants to pick up the item).  

YOU MUST ALWAYS SELECT YOUR LIBRARY* FROM THE DROP DOWN MENU.  (Or for Brown Co. libraries, the library you logged into as).  If you don't, and you leave it blank (leaving just "CHOOSE YOUR LIBRARY"), your request will not follow an automatic initial lender string (which is what you want to happen) but will, instead, go into the NFLS ILL Review file - requiring handling by NFLS ILL staff for it to move through its first lender string.

*THE ONLY TIME YOU WOULDN'T SELECT YOUR LIBRARY from the drop down menu:  is when you need NFLS ILL staff to see and work on your request specifically.  To do this and prevent your request from going through an automatic lender string that OCLC randomly configures for you, either leave the drop down menu as "CHOOSE YOUR LIBRARY" or select "NFLS REVIEW FILE".

FIELD: "STOP!" and "Did you log into "My Account" first?"
As the instructions above the form fields themselves say, "make sure you have logged into "MY ACCOUNT" and "Hello (Your Library Name) - PL" displays" in the upper right corner of the screen.  If you don't, you will not be able to view your request in your account afterwards.  It will still be in the full system that NFLS ILL staff have access to and will eventually get replied to, but it won't be visible to you from your account.   No matter how unnecessary this field may seem, please indicate to us that you know you need to log in first (and that anyone on your library staff that is using WorldCat to submit a request knows this too) by always selecting "Yes? - good, you can continue."  

FIELD:  Additional Info.
Tell us anything you can to help us fill your request (or not fill your request):

-  media? if we can't get the format you indicated in the item record, will the patron mind / can they still use another format if we can't get that one? (ie: the DVD turns out to be in-use everywhere - but the vhs is available, would the patron want that? etc.)

- "Out of state" means outside our 4 state van delivery network of WI/MN/ND/SD.  So, if we can't fill it "in-state" do you want us to go out of state for the item?  Unless you tell us otherwise (or we have an agreement with your library), we will always go out-of-state if we have to.  But that does not apply to romance paperback or entertainment media.  Even then -  do you want us to make an exception with an entertainment media item? (we can if you want us to but please have a good reason to do this).

-  Specific parts:  are there only some parts or pieces of a multiple part item that your patron wants?

-  Should we pay?  NFLS & OWLS will pay the ILL fees some lending libraries charge if there are no free libraries we can get the item from.  Most ILLs are filled by free libraries but if it is a serious need (Pimsleur's Conversational Turkish CDs versus "Solid Gold 80's") and the only way to get the item is from a library that charges, we'll try to fill the request through them.


READY TO SUBMIT YOUR REQUEST?  then...

CLICK ON THE SUBMIT BUTTON ONLY - DO NOT USE THE ENTER KEY
The official word from OCLC is that using the enter key instead of using your mouse to click the submit button will prevent the request from being submitted at all.  You'll think you submitted it when you actually didn't.  I tested this again just now in the MS Internet Explorer browser (and with the Mozilla Firefox browser you're not even able to use the Enter key in place of clicking on the Submit button).  Useing the Enter key still submits the request in MS Internet Explorer and it's visible from the library's account I was logged into.  However, not wanting to take any chances, getting into the habit of clicking on the submit key is the best idea.

WHEN YOU'VE SUBMITTED THE REQUEST, PLEASE PRINT A PAPER COPY OF IT.  --And maintain a paper file system of your requests.  Some libraries use Excel versus paper, others use paper because its the easiest - but either way you need to have a "backup" file system that consists of:
  
*** MAINTAIN A PAPER FILE* (OR SOME KIND OF BACKUP FILE) SYSTEM OF YOUR REQUESTS - INSTRUCTIONS BELOW: ***
* Does not apply to the Brown Co. Central library.

----------------------------------------------------------


8.  Paper Backup request file - please maintain one*  Instructions: 
* Does not apply to the Brown Co. Central library.

Sorry, but a paper file - or some type of backup request file system (some libs use an Excel spreadsheet)  is the ultimate insurance for the question "what happened to my patron's request"?  In the first months after switching to OCLC for ILL, some requests disappeared.  I (Anne), identified the causes and have taken the needed steps to prevent them from happening again but what I don't know is if there are any other possible causes for requests disappearing that I am not yet aware of.  In the worst case scenario that one of your requests disappears in OCLC but you've maintained a paper file of requests, you'll still have a record of the request.  So:

PLEASE PRINT A PAPER COPY OF YOUR REQUEST.  Then maintain a paper file system of your requests.  Some libraries use Excel and no paper, others use paper because its the easiest - but either way you need to maintain a "backup" request file system that consists of:
 
MAINTAIN A PAPER FILE (OR SOME KIND OF BACKUP) SYSTEM OF YOUR REQUESTS.  EXAMPLE BELOW:  

If you use Excel, you would set up similar categories in your spreadsheet.

FILE CATEGORIES:
1. Pending
2. Received (requests for items that have been received at your library)
3. Checked-out (requests for item that have been checked out to the patron)
3. Returned (requests that you have shipped back the items for)
4. Unfilled (requests that you received a final unfilled email for from NFLS ILL staff)
5. Statistics:  your paper file is the easiest and fastest and accurate means of getting your annual ILL statistics.  It will be a while before I have OCLC statistics figured out to the point where I can quickly collect and post them on an ILL statistics webpage for up-to-date access any time.

1.  Pending request file:  for pending requests, starting May 2008, go through periodically for requests older than 1 month.  When (after May 2008) you're checking any requests older than 1 month, check to see if the request is visible in your library's WorldCat account***.  During the month of April 2008:  NFLS ILL staff are processing and clearing out all libraries' requests that are over 1 month old.  Libraries will be getting final unfilled emails and/or statuses from NFLS ILL staff.  

Starting May 2008, any requests older than 1 month, please email Pat or Anne at NFLS ILL and we will troubleshoot, expedite and email you with the status if it appears it's going can be filled and/or a final unfilled response if it can't be.

*** IF you don't see a request in your account, PLEASE let me (Anne) know.  A phone call is always fine, but email works best because it eliminates phone tag and the data I need to look up the request (your library, title, author, patron name) is all there (proper spellings and all). :o)     Now, 99.9999% of the time, the request is visible in NFLS ILL's view and the cause for it not being visible from your account is that the library staff person that submitted the request didn't log into your library's account first.

2.  Received request file:  when the item comes in, take out your paper copy of the request from the pending file.  Attach any paperwork that came from the lender to your paper copy of the request and update/notate your copy with any relevant data you'll want a record of:  
- the due date the lender is giving you (and the one you're giving the patron if different than the lender's). 
- the date and method you notified the patron that the item is ready to pick up
- anything specific to the item/request/patron - like if there are multiple parts (like vols.), how many, etc.

3.  Checked-out file:  some libaries use their Received file for this, but it may be useful to have a separate file for items you've received and checked out to the patron.  If you use a checked-out file, when the patron comes in to pick up the item, use your library's procedure to check out the item to them on your circulation system.  Notate your paper copy of the request of the date you checked the item out to the patron and move the paperwork from the Received file into the Checked-out file.

4.  Returned request file:  when your patron returns the item to you (or they never picked it up - in which case, you may want to notate that on the paperwork), notate the date returned on your copy of the request along with any other info. like the date you're shipping it back and the method of shipping (van delivery, mail, etc.) and the library you're returning it to.  Keep your copy of the request but include with the item the paperwork that came with it from the lender and prepare the item for shipping.  Move your copy of the paper request to the returned file.

5.  Unfilled request file:  when you get an email message notifying you of the reason a request couldn't be filled, print off the email and match it up with and attach it to the paper copy of the request in the pending file.  Notify the patron with the reason it couldn't be filled (notate on request the notification method used, date/time, etc.), and move the request to your unfilled file.

6. Statistics - this file system is also an immediately accessible and accurate means for statistics.



----------------------------------------------------------


9.  "Blank" requests:  (when you can't find an item record in OCLC for what your patron wants).   Can we make blank requests and how? 

Yes.

1. Send us an email with the following data:


DEADLINE?: 
LIBRARY:  
DATE:     
PATRON:   (name / barcode / email / phone )
TITLE:       
AUTHOR:      
PUBLISHER:
PUBDATE / EDITION:  
FORMAT:   
OCLC Accession# (this is the OCLC item record number):  
NOTES:   
CONTACTING THE PATRON (IF YOUR PATRON HAS A DEADLINE):  ALSO:  HOW WILL THE PATRON BE CONTACTED WITH WHAT THEY CAN EXPECT FOR GETTING THIS ITEM AND WHEN THEY NEED IT BY?  (If you'd like us to contact them, indicate that here and we'll email you with the same info. we've given your patron).


2.  OR: Use OCLC Worldcat, but find an item record for something else or something close, create the request like you normally would but choose "NFLS REVIEW FILE" instead of your library in the drop down menu, enter all the info. you need us to know in the Additional Info. field (what we call the "notes" field), and then submit the request.  If you submit a blank request this way, you may also want us to alert us by emailing either Anne or Pat at NFLS ILL.

----------------------------------------------------------


10.  DEADLINE SERVICE - INSTRUCTIONS: 

Deadline instructions - Short version:
Whenever you or your patron has a deadline, email Anne Miller or Pat Mikkelsen at NFLS ILL to let us know immediately and we'll immediately expedite the request and get back to you with whether we can get the item at all and if so, by the time your patron needs it.   Email:  Anne:  amiller [at] mail.nfls.lib.wi.us   Pat:  pmikkels [at] mail.nfls.lib.wi.us


Deadline instructions - Long version:
An ILL request with a deadline is whenever your patron (or you) has a deadline - where the item being requested fulfills a serious need or want (like for an event, project, timeline, work, school, etc.).  The need is what's important, not the format or nature of the item (sometimes entertainment media is important to try to get).

Why do we need you to let us know if you have a request with a deadline?  Because of the following:

1. When your patron has a deadline, they need to know: 

a.) whether they can get the item at all, and 
b.) whether they can get it in the time they need it by.

2.  That level of information and service is beyond what a bulk automated ILL system can provide (which is what OCLC is) and requires a real live ILL staff person to handle the request.

3.  This means you need to create and submit the request in OCLC - selecting "NFLS REVIEW FILE" for the library in the "Requesting library" field of the request form.  THEN email myself or Pat at NFLS with some basic data identifying your request (your library, title, author, patron name is good enough).  OR you can just email myself or Pat with the following data and we'll create the request for you and send it to the specific library or libraries that can fill it.

The data you need to email us when you'd like us to create a request for when notifying us of a deadline you have:


DEADLINE: 
LIBRARY:  
DATE:     
PATRON:   (name / barcode / email / phone )
TITLE:       
AUTHOR:      
PUBLISHER:
PUBDATE / EDITION:  
FORMAT:   
OCLC Accession# (this is the OCLC item record number):  
NOTES:   
CONTACTING THE PATRON:  HOW WILL THE PATRON BE CONTACTED WITH WHAT THEY CAN EXPECT FOR GETTING THIS ITEM AND WHEN THEY NEED IT BY?  (If you'd like us to contact them, indicate that here and we'll email you with the same info. we've given your patron).


a.) once you've let us know about the request you've submitted (or if you've emailed us the request data above) we will immediately find out whether any libraries not only own the item, but whether they lend that item and/or format (much less lend to us on ILL at all), and whether it appears to be currently available/on the shelf at any of those libraries according to their catalog.  Also, if they do lend, sometimes they have instructions specific to their library on how they'll accept requests.

b.) when checking the shelf status in an online catalog, if there's only one library in the world we can get it from, we'll even call to make sure they physically have it in hand.

c.) and, if it's a real tight deadline and there's something we can do to get it faster, we'll do that as well - going to the fastest libraries on delivery, finding out whether the lender can fax or email the content to your and/or your patron directly if it's an article, etc.).

d.) even after everything is done (including calling a library if necessary) things can still go wrong.  We'll watch that the request is updated to shipped by the lender.  If not, we'll catch it and troubleshoot what's necessary.

d.) if you want us to contact the patron we will and we'll also email you with the info. we gave the patron (whether we can get the item, whether we can get it in time for your patron, and if so, approx. when that will be so they know when they can expect it).

Otherwise, once you submit a request, it is submitted into a bulk automated system that has no means of handling your request any differently from any others.  Your notes in a request are only seen if the request has not been filled automatically and it needs futher work and/or troubleshooting by NFLS ILL staff - it's only at that point that a live ILL staff person will first see any messages/notes in the request (like a note indicating a deadline).

----------------------------------------------------------


11.  BOOK CLUBS & MULTIPLE COPIES - INSTRUCTIONS

These need to be handled the same as deadlines but with some exceptions:

1.)  if you create the requests yourself, you need to:

a.) make 1 request for each copy you need and a few extras (creating multiple requests for the same item goes pretty fast because the ILL request form retains the data after one or two requests).  

b.) when creating the request, select "NFLS REVIEW FILE" for the library in the "Requesting Library" field of the request form.

c.) email Anne Miller or Pat Mikkelsen at NFLS ILL so that we can expedite the requests and let you know whether your group will be able to get the number of copies they need by the time they need them by.  IN YOUR EMAIL TO US, PLEASE INCLUDE:  THE TITLE AND THE DATE YOUR PATRONS WOULD LIKE TO PICK THEM UP BY - NOT THE DATE THEY WILL BE DISCUSSING THE BOOK. 


2.)  if you want NFLS ILL staff to create the requests for you, please  email us:

a.) THE DATE YOUR PATRONS WOULD LIKE TO PICK THEM UP BY - NOT THE DATE THEY WILL BE DISCUSSING THE BOOK. 

b.) the number of copies you need (we'll need to create a few extra to avoid some requests not getting filled and you're ending up short.)

c.)  the following info:

DEADLINE: 
LIBRARY:  
DATE:     
PATRON:   (name / barcode / phone / email )
TITLE:       
AUTHOR:      
PUBLISHER:
PUBDATE / EDITION:  
FORMAT:   
OCLC Accession# (this is the OCLC item record number):  
NOTES:   
CONTACTING THE PATRON:  HOW WILL THE PATRON BE CONTACTED WITH WHAT THEY CAN EXPECT FOR GETTING THIS ITEM AND WHEN THEY NEED IT BY?  (If you'd like us to contact them, indicate that here and we'll contact them as well as email you with the same info. we've given your patron).



----------------------------------------------------------


12.  What's "Too New" to request on ILL?


THE GENERAL RULE TO FOLLOW:  anything that's within 4 months from the publishing date.

Best source for finding the publishing date?  
Amazon.com
http://www.amazon.com


Why can't we borrow items on ILL that are newer than 4 months?

Once in a great while we're able to get new items from WI libraries willing to lend them, but that's rare and usually the exception.  A wait of a minimum of 4 months from the pub. date is the general rule libraries want to follow before requesting something from other libraries.  After 4 months from the publishing date, most WI libraries, and some out-of-state libraries will lend the item if it is not in use.  But some non-WI lbraries won't lend new items less than 6 months to 1 year old; other non-WI libraries define "new" as not just newly published, but simply newly acquired by their library --of which some libraries won't lend anything newly acquired within 1 year.  BUT THE GENERAL RULE TO FOLLOW IS 4 MONTHS.

How can I avoid requesting  items that are too new?

1.  Have Amazon.com handy when requesting ILL - have it bookmarked in your web browser on the computer you use when working on ILL.

2.  When about to make a request in Worldcat, check the item record "entry date" in the WorldCat item record first.  This is usually the 3rd line from the bottom of the item record and looks like this:

Entry:  20030724    (-- where the year is 2003, the month is 07 and the day is 24.)

The entry date is the date the item record was first entered into Worldcat as a cataloging resource.  This could mean the item record was entered into WorldCat before the item was published or when the item record was created by the first library to own a copy.  

3.  If the Entry date is the same year, use your judgment - you can either simply request the item, search Amazon.com for the publishing date, or just check one or two live links in the Worldcat item record to the library catalogs themselves to check the shelf status, demand, and the record data in their catalog.  Often "NEW" will be part of their call number data.   If you do check Amazon.com, since you've already looked up the pub. date, please include that date in the notes field of your request ("pub date:  00/00/00").  This will save the redundancy of NFLS ILL staff looking it up in case there's a problem with the request requiring staff work or troubleshooting at some point and we need to know what the pub. date is.

4.  If its pub. date is within 4 months, is it possible for your library to purchase a copy?  If not, find out whether your patron still wants this item through their library through interlibrary loan.  If so, after the 4 month period, you and/or your patron will want to check the availability / shelf status in some the owning libraries' catalogs via the live links into those catalogs in OCLC Badgercat/Worldcat.  If you see one or more libraries appear to have it available on the shelf, then request it.  It should be able to be filled through ILL.


----------------------------------------------------------


13.  Formats:  MEDIA

General Guidelines for seeing if media (and entertainment media) listed in OCLC WorldCat  is available via interlibrary loan:

-- most WI public libraries will lend all media (click on the catalog links to first check if they currently appear available on the shelf at those libraries)

-- most Milw Co. libraries will lend but we're rationed per year in our access to them, so access is on a case by case basis. We try to reserve them for non-entertainment media only.  There is a possibility that NFLS & OWLS might be able to pay for any requests we need filled from Milw Co. that exceed our annual rationed amount - but no agreement has been made for this yet.

-- less than WI, but most MN, SD, ND public libraries will lend their entertainment media.  Not:  Rochester PL, or Ramsey Co.

-- hardly any WI, MN, SD, ND academic libs will lend.  (Note: A chart needs to be compiled and posted here for your reference).

-- "out of state" = "OS" libraries are those outside of our 4 state van delivery network (WI, MN, SD, ND).  Almost no academic "OS" will lend media at all much less entertainment media and the few OS public libraries that do have the rest of the world going to them as well.  They could discontinue their media lending policies at any time they decide the volume of requests they receive as lenders isn't worth it.  So, in order to keep them as an available source for when our patrons really need them, we want to use them very sparingly on a case by case basis for serious needs only.  

For example, borrowing the pop music CD "Rap hits of the 90's" from Denver PL for your patron today could mean not being able to get "Pimsleur's Conversational Turkish" language CDs from Denver PL  for your patron tomorrow.  However, this is a general guideline and we can always try to make exceptions if patrons have a serious need (work, school, project, event, unavailable commercially, etc.) for an entertainment media title.  Another alternative, as always, is for the borrowing library to purchase the item/s too.

----------------------------------------------------------


14.  Formats:  SERIALS

[THE FULL ANSWER TO THIS QUESTION IS STILL BEING WORKED ON.]

BRIEF ANSWER:

No serial requests follow an automatic lender path.  They all go to what's called the "Review File" that NFLS staff sees and the requests are processed from there.  This has not changed from even when Wiscat -ILL was being used.  Serial requests can be messy and labor intensive and have never been able to be automatically filled.

Why is this?  Because there is no automated ILL system that can identify which libraries own parts of a specific item.  1 item = 1 item record.  OCLC only sees serials as titles (items) - not the issues within those titles.  So it takes a human to identify which libraries own the specific issue being requested (rather the article in that issue - most - and all academic libs - don't lend whole issues)  - and then send it one or more owning libraries that lend to us - or in this case, that will send us a photocopy.

The State Historical Society (UW-Madison):
This is usually the only source for Wisconsin newspaper microfilm in Wisconsin and we are charged $5.82 per request they fill.  Right now there is a state contract that picks up that cost.  But UW-Madison will fill 6 microfilm reels for the same title per request and this saves money.  

So to process your requests that can only be filled by the State Historical Society, NFLS ILL staff need to:

1. Identify/verify the actual title of the newpaper for the date and city you're requesting.

2. Identify which "P numbers" or specific call #s for each reel (based on the dates needed) we are requesting and check the shelf status of those specific reels.

3. If available, request those reels by entering up to 6 (if that many are needed) of the same title into one request and then enter the specifc reel numbers of those microfilm into the fields of the request that UW-Madison ILL staff will see.


The best way (right now) for you to submit serial requests:  
Right now (April 2008), we're preferring our libraries just email their serial requests to us.  OR, use OCLC to create and submit it and then email us an fyi.  During this month (April 2008) NFLS ILL staff are working on ALL the older requests in our database which will include any older serial requests.  In May 2008 these should be expedited within a 1 week period of your requesting them.  After that, if there are requests over 3 weeks old, please let us know via email and we'll troubleshoot what the problem is and get you a final reply.

----------------------------------------------------------

15.  Who sees the notes I enter in my request and when? 

This was just answered in some of the questions above, but was added as its own separate question because it's a common one.  

Answer:  no one (not even the lenders) see your notes -- if your request follows an automatic, randomized lender path and is filled that way, the way OCLC (a bulk, high volume, automated system) is designed to work.   

NFLS ILL staff do not even see the notes in your request --unless:  

1.) the request doesn't follow an initial automatic lender path --requiring work by NFLS staff,  

2.) the request follows an initial automatic lender path but doesn't get filled --requiring work by NFLS staff, 

3.) the request is of another type of request that requires troubleshooting or work by NFLS staff, 

4.) when filling out the ILL request form, you left the "Requesting Library" field at "CHOOSE YOUR LIBRARY" or you selected "NFLS ILL Review File".

5.) you email us to let us know of something very specific that will affect the request if it isn't known by the lender or is somehow handled by us.


----------------------------------------------------------

16.  What is the purpose of the "Requesting Library" - "CHOOSE YOUR LIBRARY" field and drop down menu in the WorldCat ILL request form?  (A: it does not control pickup location)

1.) Selecting your library from that field's drop down menu is what determines whether, once you click on the Submit button, your request will be sent on an automatic initial lender string and potentially get filled in the fastest way possible -- the way OCLC is designed to work.  Or not.

2.) If you leave the field at "CHOOSE YOUR LIBRARY" or you selected "NFLS ILL Review File", the request will go into a review file - requiring work on by NFLS ILL staff in order for it to move through an initial lender string.


----------------------------------------------------------

17.  Pick-up location:  how do I select the pick-up location for the item?

1.) Please don't try to.  There is no option for this in the OCLC ILL request form.  The library account you log into is what determines - and provides - the shipping information of your request to the lender.  If your patron would like to pick up an item at another library you can refer them to that library to use their ILL service.  Otherwise, if you want to do this (it's up to you), you can email the request to NFLS ILL staff to create and submit for the library the patron wants to pick up the item from. - the problem with this is that they need to be a library patron in good standing of that library.

Brown County libraries are the only libraries that have been provided with each others' logins so that they can create requests for items the patron wants to pick up at another Brown Co. library location/branch.

2.)  The field in the OCLC ILL request form that may be confusing is the "Requesting Library" field and "CHOOSE YOUR LIBRARY" drop down menu.  This field determines whether your request will follow an automatic initial lender string or will go into the NFLS ILL staff review file, requiring staff to work on it in order to get it moving through an initial lender string.  Selecting your library from the drop down menu will send the request on an automatic initial lender string if OCLC can create one for it.


----------------------------------------------------------


18.  What happens to my request when I submit it?  And what do the statuses mean?

1.) When filling out the OCLC ILL request form, if you selected your library in the "Requesting Library" field from the "CHOOSE YOUR LIBRARY" drop down menu, OCLC will generate and send your request along an automatic initial string of lenders (for more details see below).  If it's a serial request, the request will go to the NFLS ILL review file for work on by NFLS ILL staff in order for it to move through its first lender string (see above section:  "Format:  Serials" for why this is).   

2.) When filling out the OCLC ILL request form, if you leave the field at "CHOOSE YOUR LIBRARY" or you selected "NFLS ILL Review File", the request will require work on by NFLS ILL staff in order for it to move through an initial lender string.  

Lenders that OCLC uses in its automatic lender strings:
If OCLC WorldCat identifies any owning libraries in our 4 state van delivery region that use OCLC as their interlibrary loan system, OCLC is set up to generate an automatic, randomized path of up to 5 of those lenders that it sends the request to immediately.  But the request is at only one of those lenders at a time.  Each library has 4 business days to respond to the request in OCLC before the request times out and is sent to the next library in the path.  

However, most libraries that can't fill a request respond to the request within 1-2 days.  So: for a request to go through an initial, automatic lender path of 5 lenders unfilled by all potential lenders, takes, on average, 10 business days - sometimes 15.  If each lender took their full 4 days to respond unfilled this would take 20 business days. 

Veiwed from your account, your requests will either have a status of "Submitted", "Unfilled", "Shipped", "Received", "Returned", etc.

Statuses of "Unfilled" do not mean anything yet necessarily except that they are in the "Unfilled" file in OCLC  for NFLS ILL staff as well and require work from us.

Requests that go into the "Unfilled" file, requiring work on by NFLS ILL staff are:
- requests for items that have gone unfilled through an initial automatic lender path in OCLC
- requests for items that have gone unfilled through another lender path that NFLS ILL staff created
- requests for items that, within our 4 state region of WI, MN, SD, ND, are only owned at UW-Madison and the few other WI academic libraries that also charge.
- requests for items that, within our 4 state region of WI, MN, SD, ND, are only owned in the Milw Co. Library System - who rations systems with a set # of annual requests they will fill.
- requests for items that, within our 4 state region of WI, MN, SD, ND, are only owned at WI public libraries that don't use OCLC for ILL
- requests for items that there are no owning libraries (or libraries that will lend to us for free) within our 4 state van delivery region - "out-of-state" libraries who own, lend for free (ideally) and lend the format being requested need to be identified and the request sent to.

Statuses of "Submitted" also don't mean much yet.  This is a request that is moving through its first or third lender string having been referred by NFLS ILL staff, or could be in  the "Review File" in OCLC requiring work on it by NFLS ILL staff.

Requests that automatically go into the NFLS Review File in OCLC, requiring work on by NFLS ILL staff are:
- requests for items that OCLC thinks Infosoup owns (UPDATE: this used to be the case but in 2008 this parameter was removed)
- requests where the borrowing library staff did not select their library when filling out the request form at the field: "Requesting Library:  CHOOSE YOUR LIBRARY"
(Important: The fewer requests that go into Review File for this reason mean the faster we can get to the ones that are in there legitimately.)
- requests where the borrowing library staff purposely select the NFLS Review File when filling out the OCLC ILL request form at the field: "Requesting Library:  CHOOSE YOUR LIBRARY"
- requests for serials (see: "Format: Serials" on this page)

----------------------------------------------------------

19.  What WI libraries use and don't use OCLC for ILL and what does this mean?


Libraries in our 4 state region that use OCLC as their interlibrary loan system:

This includes all:
- Minnesota, North Dakota, South Dakota academic and public libraries
- Almost all Wisconsin academic libraries
- Wisconsin public library systems of (other than OWLS & NFLS):
- Indianhead Library System
- Kenosha Co. Library System
- Lakeshores Library System
- Marathon Co. Library (member of Wisconsin Valley whose other members do not directly use OCLC)
- Menominee Falls (except for the other members of the Waukesha Co. Lib. System) - http://216.56.8.231
- Milwaukee Co. Fed. Library System
- New Berlin PL (except for the other members of the Waukesha Co. Lib. System) - http://216.56.8.231
- Reference & Loan Library - http://salcat.dpi.state.wi.us
- Winnefox Library System
- South Central Library System


The Wisconsin Public Libraries who do not use OCLC as their ILL system are:
(Also Wisconsin schools don't use OCLC)

- Arrowhead Lib. System - http://rockcat.als.lib.wi.us
- Eastern Shores Lib. System - http://www.easicat.net
- Northern Waters Lib. System 
- Manitowoc - Calumet Lib. System - http://www.mcls.lib.wi.us/uhtbin/cgisirsi/x/x/0/49
- Waukesha Co. Lib. System (except for members New Berlin PL and Menominee Falls) - http://216.56.8.231
- Winding Rivers Lib. System 
- Wisconsin Valley - except for the Marathon Co. Library

The public  libraries in Wisconsin that do use OCLC for an ILL system make up over 75% of the population / library collections.

The libraries outside of our 4 state van delivery network that use OCLC as their interlibrary loan system: 
- the majority of the libraries whose holdings are listed in OCLC.


What happens when the only possible lender  in the 4 state delivery network is a WI PL that doesn't use OCLC for ILL?
OCLC will go to all the libraries in the 4 state van delivery network that use OCLC first. 

When we can't get to a library in Wisconsin via OCLC and there are no other owning libraries in our 4 state van delivery region we can go to who use OCLC, this means NFLS ILL has to email the request to a specific library.  NFLS ILL staff check the non-OCLC library's catalog for shelf status of an item.  If it appears available, we use an ALA-compliant email template for each library we have to email which includes that library or library's ILL staff email address.  

If pending, the request in OCLC is updated in the title field with a message like ***BEING FILLED BY NEW HOLSTEIN PL 00/00/00***.   If filled, the OCLC request is updated in the title of your request with ***SHIPPED BY NEW HOLSTEIN PL 00/00/00***.  We also update the status in OCLC to shipped from one of our OCLC codes.

If a library we have to email doesn't fill the request, we try to find out of state lenders.


----------------------------------------------------------


20.  Which libraries don't live link WorldCat to their catalogs and how can I check those catalogs?


These links are also on this NFLS ILL page at:
http://www.nfls.lib.wi.us/ILL2/illresources.htm


The Wisconsin Public Libraries who do not use OCLC as their ILL system are (w/links to their catalogs not live in OCLC):
(Also Wisconsin schools don't use OCLC)

- Arrowhead Lib. System - http://rockcat.als.lib.wi.us
- Eastern Shores Lib. System - http://www.easicat.net
- Northern Waters Lib. System 
- Manitowoc - Calumet Lib. System - http://www.mcls.lib.wi.us/uhtbin/cgisirsi/x/x/0/49
- Waukesha Co. Lib. System (except for members New Berlin PL and Menominee Falls) - http://216.56.8.231
- Winding Rivers Lib. System 
- Wisconsin Valley - except for Marathon Co. 


Also: 

Wisconsin Library Websites Directory (DPI):
http://dpi.wi.gov/pld/wis_lib.html

Worldwide Library Websites Directory (LibWeb):
http://lists.webjunction.org/libweb


----------------------------------------------------------

21.  When can I check on a request?  And what data should I give NFLS ILL staff to look up the request? (Note:  not the request number)

Since switching to OCLC, I haven't been able to define an average turnaround time.  A request can still take anywhere from 3-5 days to a few weeks to - in the worst case scenario a few months.  In 2008 I plan to work on determining what the average turnaround time that can be expect is for an OCLC request.  Also, the goal is to eliminate any reqeust taking longer than 1 month for you to get a final response for.

If you have a deadline (bookclubs or other special requests), please let NFLS ILL staff know right away (follow the instructions above for Deadlines, book clubs, multiple copies, etc.).

Otherwise, you can check on a request any time.  For a general guideline and/or if you have a lot, use 3 weeks as a general rule.  But start this in May 2008.  During the month of April 2008,  NFLS ILL staff are working on ALL the older requests for ALL the libraries in the OCLC database which will include any older serial requests that haven't been filled as well.  In May 2008 serial requests will be expedited within a 1 week period of your requesting them.  After April 2008, if there are requests over 3 weeks old, please let us know via email and we'll troubleshoot what the problem is and get you a final reply.

Data to give NFLS ILL staff to look at a specific request:
- your library, title, author, patron name.  NOT the request number - these numbers can change depending on the functions done to the request in OCLC.


----------------------------------------------------------


22.  How long should requests take to get filled (or for us to get a final unfilled email reply from NFLS ILL)?

Since switching to OCLC, I haven't been able to define an average turnaround time.  A request can still take anywhere from 3-5 days to a few weeks to - in the worst case scenario a few months.  In 2008 I plan to work on determining what the average turnaround time that can be expect is for an OCLC request.  Also, the goal is to eliminate any request taking longer than 1 month for you to get a final response for.

Future improvements:  

- Improving turnaround time of all requests in general so that a month won't go by when you haven't gotten some kind of information about your request.
 
- I am also looking at the possibility of emailing (if necessary) the status of requests to libraries once requests have gone unfilled through an automatic, initial path lenders.  So that, if a request is taking a lot of time to get filled (or responded to at all), you never have to contact us if you or your patron would like to know what's happening with a request.

- Goals:  Being able to consistently deliver a significantly reduced turnaround time on all requests.  Being able to establish an average turnaround time (2 weeks? - not sure what is possible/practical yet) and be able to reliably promote and deliver that to patrons.

----------------------------------------------------------


23.  Renewals


[ THE FULL ANSWER TO THIS QUESTION IS STILL BEING WORKED ON ]


BRIEF ANSWER:
If your library considers renewals, the general rule is that the patron needs to request one before or on the due date and not after because that may be just to avoid an overdue fine.  

If the patron asks for a renewal, ask them for how much longer they need it.  Regardless, you can change the due date to a few days from the due date you gave them if the original due date is soon.  Within that time period, contact the lending library by phone if the request was filled vial email.  If the request was filled by another library that uses OCLC for their ILL system, simply use the "Renew" option in the request in your account and wait for the reply.  

If you get a renewal, contact the patron with the new due date.  If you don't get a renewal and your patrons really needs it longer but only for about a week or so, keep in mind that libraries don't charge each other overdues.  So if you can get the item back to the lender before their billing cycle starts (and not too late after the due date they gave you), you might consider giving the patron an extra week.  If you can't get a renewal, please try not to give your patrons a week longer than the original due dates with media of any kind unless it's a special circumstance (teacher showing for a class, etc.).

----------------------------------------------------------


24.  How do I renew an item for a request that was submitted in OCLC but filled via email by a library that doesn't use OCLC ILL?


The fastest way is to pull up that library's website and either call and/or email them for a renewal.  You may want to check their catalog first in case they have a catalog that indicates whether there are other holds waiting for that item (if so, they usually won't renew the ILL).

Wisconsin Library Websites Directory (DPI):
http://dpi.wi.gov/pld/wis_lib.html


----------------------------------------------------------


25.  Unfilleds:  when a request can't be filled, why and how are we notified?

NFLS ILL staff review all requests that don't get filled automatically or otherwise.  We see if there's any way to fill them.  If not, we'll email your library with the patron and request data and the reason why the request couldn't be filled.  Email templates are used so we don't have to re-write the reason information when possible.


Once we email you a final unfilled, we delete the request in OCLC to clear it from the database.

For future processes, NFLS staff will look at providing all final unfilled replies and/or statuses for all requests that have been submitted for a single patron.  That way, when the patron is contacted about 1 request they made, they'll know what to expect for all of them.

  
----------------------------------------------------------


26.  We've received an item our library didn't request.  Which library is it for and what should we do?

If it is for any OWLS or NFLS library, in the patron information field of the request paperwork that should come with the item, look for a 3 letter delivery code:

Example:
Bob Smith 293800787862 CEN

- where"CEN" = Brown Co. Central library - just send any ILL item for a Brown Co. library location in the delivery to NIC and we'll route it to the right library.

Example:
Bob Smith 293800787862 ALG

- where "ALG" = Algoma PL - just send it in the delivery to ALG - using a pink owlnset filling slip labeled ALG, but keep the ILL paperwork together with the item - rubberbanding the item to keep it from falling out.

The 3 letter code will be there only for our libraries - if there isn't one, send to NIC.  NFLS ILL staff will receive it and search OCLC for who it might be for.



----------------------------------------------------------


27.  What about statistics?

See the section above:   8.  Paper Backup request file - please maintain one - Instructions

----------------------------------------------------------


28.  Delivery Instructions:  http://www.nfls.lib.wi.us/delivery.htm


----------------------------------------------------------
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