Requesting Items Not in Stock
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Not In Stock Reservation Process

Why?

· The aim of the Virtual Library is to provide as many of the services that are available in branch libraries online, this will take us another step closer to achieving our aim.
· At present I receive a lot of online enquiries asking me to request titles not listed in the catalogue.  This process takes time and is very lengthy as it involves a number of communications with the borrower and then with the appropriate librarian, even some form filling!

· The process would help to feed into stock selection – we would be buying what people wanted.

Aim to:

· Automate process so making it slicker, quicker and more interactive with the borrower.

· Gain all required information at the start of the process, so speeding it up.

· Ensure that the online processes fit into the current procedures.
· Create a process which can be used by both the public and staff.
The Process - Public Side
1. A borrower searches Viewpoint (Online Library Catalogue) for an item, using any search option 

2. They fail to find the item they are searching for, either the results displayed are not what they are looking for or they get a No Results Found page 
4. There will be an option to request the item. Either ‘Make a request for a ‘Not in stock’ item’ on the no results found page, or ‘Not found what you were looking for?’ at the bottom of the last results pages.
5. They will click on these links if they chose to request the item.  This will take them to an interim page,
http://www.galaxy.bedfordshire.gov.uk/cgi-bin/vp_xhtml.sh?enqtype=NISREQ (Test Version)
The borrower must be logged in at this point, or log in if they aren’t.
This page offers them two options to request Adult Non-Fiction, which is the only option offering Inter Lending, or all other stock.  It will also explain

a. that the process may take some time,

b. that we may choose, or not be able, to buy the title for stock,

c. that if we go through Inter-Lending there is an additional charge, etc

d. that we will only inter lend certain books, i.e. not children’s, fiction, etc
e. That we cannot request periodical and journal articles due to copyright
6. If they choose to continue they will click the Request button which takes them to one of the online forms. 
Adult Non-Fiction – Page 6
Other Stock – Page 7
7. They complete the form, which prompts them for as much information as possible, some of the fields are mandatory, and click Send.  They will then see a confirmation page – 
Your request for (title) has been recorded, reference (dummy SBN)
It will be viewed by a member of staff within 5 working days.
You can check the progress of your reservations by clicking the Your Account button at the top of the screen.

The reservation fee will be put onto their account.
The borrower will be contacted at a number of stages in the process by e-mail or letter:

· If an existing entry with stock is found on Galaxy, the request is moved to this entry – the borrower is notified that they have been added to waiting list

· If there is an existing NPD, the borrower is notified that a copy is on order and their reservation has been made.
· If the decision to purchase is made, the borrower is notified when the item is ordered and their request is made
· If Inter Library Loaned – the user is notified that the title has been requested from another library service
· If the publication of a specified rcn is delayed - the borrower will be notified that the title will not be available until ???. 
Information will go to all requesters, not just those requesting via NIS
This will obviously require backroom work from the Acquisitions team.
 
Adult Non-Fiction Request

Please supply as much information as you can, as this will increase our chances of finding the title you require.

Your address and email have come from your Library record. You can change your email address here. If your home address is not correct, please update it next time you visit your local library, taking with you some proof of the new address.

Boxes marked with a red * must be completed.

	 
	Name:
	

	 
	Address:
	

	 
	email:
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	Last Date of Usefulness:
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 INCLUDEPICTURE "http://www.galaxy.bedfordshire.gov.uk/webingres/bedfordshire/vp_xhtml/0.images/calendar.gif" \* MERGEFORMATINET [image: image4.png]




	*
	Where will you collect the item?:
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Bedford Central Library



	*
	Are you happy to pay the additional reservation charge if we obtain the item from outside the county? 
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	  Book Details
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	*
	Title:
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	Author:
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	ISBN:
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	Publisher:
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	Edition:
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	Must it be this edition?:
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	Price:
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	Date of Publication:
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	*
	Where did you find out about this title? 
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- please select -



	 
	Please tell us exactly where you saw it, eg: Amazon, Waterstones, etc, and add any further details that may help:
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Request For Stock

Please supply as much information as you can, as this will increase our chances of finding the title you require.

Your address and email have come from your Library record. You can change your email address here. If your home address is not correct, please update it next time you visit your local library, taking with you some proof of the new address.

Boxes marked with a red * must be completed.

	 
	Name:
	

	 
	Address:
	

	 
	email:
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	Last Date of Usefulness:
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	*
	Where will you collect the item?:
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Bedford Central Library



	  Item Details

	 
	Please select the type of item you are requesting
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- please select -



	*
	Title:
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	Author:
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	ISBN:
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	Publisher:
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	Edition:
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	Must it be this edition?:
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	Price:
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	Date of Publication:
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	*
	Where did you find out about this title? 
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- please select -



	 
	Please tell us exactly where you saw it, eg: Amazon, Waterstones, etc, and add any further details that may help:
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The Process - Staff Side
Requests for All Adult Stock in Print, 
Including non-fiction in print
1. As soon as the borrower clicks Send the details from the form are fed into Galaxy, a dummy SBN is created and all the details from the form show on the record.  The information also goes into the Virtual Library Administration site (Vlib Admin – http://10.3.11.240/cgi-bin/vlib_admin.sh)
N.B.  We have stated that we will deal with the request within 5 working days, and they can check the progress of their reservations at any time.
2. Within an hour of the Send button being clicked the ILL team will receive an e-mail with the request details on it.  They will then check Vlib Admin, carry out bib checking, double check Galaxy, etc.  Any additional information they find will be added to the Galaxy record via Vlib Admin.

3. If the title is in print but not listed on Galaxy, or is listed as an NPD the bib details are sent to the appropriate librarian by the ILL team using Vlib Admin. 

4. You will receive an e-mail informing you that a reservation is awaiting your decision. This e-mail will contain the author and title information, helping some of you to ascertain if it is your area of stock.
5. Log into Vlib Admin, using your library card number and PIN

6. Then click the Books and Reading button and select the option NIS Requests
7. You will see a page as below:

[image: image1.png]



8. To see the details of the reservation click on the option Consider for Purchase
9. This will take you to a screen as below, showing a short entry for any outstanding reservations, in chronological order, with the oldest at the top.  You can also see the status of the reservation (for more info on the different statuses click on the option NIS Status List on your welcome page)
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10. To get to the reservation you are dealing with click on the blue title.

11. This will take you to the full entry for the reservation.  This page shows you all the details the borrower entered when they completed the form, including the search terms they used when searching the online library catalogue.
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Plus the updated bib checked details, which will appear in Galaxy, if the decision to purchase is made:

[image: image37.jpg]Bib-Checked Info

[author: |30e Bloggs |
[Title |[Testing the System |
[ren |[123456780x ]
[Pub [[our ]
[Date: J[october 2003 ]
[Edition:_[First ]
[Price |[e23.99 ]
Stock ANF

type:

Notes:

Teams work area

Notes:





Finally there are your decision options listed at the bottom of the screen:
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· Assign to me – This can be used to allocate the reservation to you and save any notes you have made whilst you consider your options. This removes it from the list available to other librarians in your team

· Buy – This informs Acquisitions that you are happy for the item to be purchased
N.B. The Notes Field will be used to communicate with Acquisitions, for example:
· Personal budget codes

· Rotation lists

· If you wish to buy more than one copy of the title 
· If the pickup library the borrower has selected is not the most appropriate home for the item
· Reject - ANF – This passes an adult non fiction request back to Inter Lending if you decide not to purchase the title, and the borrower has agreed to pay the ILL charge
· Reject – Other – This sends a message to the borrower that the item is not going to be purchased.  As it is too expensive, not a suitable item, if adult non fiction we will not buy and they are not happy to pay the ILL charge, etc.

Once your decision has been made, click your mouse in the appropriate circle, so a black dot appears and then click Submit.

This will move the reservation onto the next team.
Librarian Responsibilities
Adult and Community Services Team

	Type of Stock
	Librarian
	Deputy/Backup

	Fiction A – I
	Sarah Barker
	Elinor Groom

	Fiction J – Z
	Elinor Groom
	Sarah Barker 

	Non-Fiction
	Georgia Bowers

Gill Farrington

Glynis Fox 

Mina Lovin

Peter Meadows 

Jill Napper
	Georgia Bowers

Gill Farrington

Glynis Fox 

Mina Lovin

Peter Meadows 

Jill Napper

	Large Print
	Anthea Slark
	Gill Farrington

	Spoken Word
	Anthea Slark
	Gill Farrington

	DVDs/Videos
	Peter Meadows
	Glynis Fox

	Music
	Glynis Fox
	Peter Meadows

	Back Up Procedures:

· There will be a system in Vlib Admin for marking when someone is off on long term sick leave or holiday, so redirecting the e-mails to their backup person.

· Wendy, Georgia, Gill F and Anthea will receive an e-mail if a request has not been dealt with within 3 days

· Andy Baker will receive an e-mail if a request has not been dealt with within 5 days


Youth Team

	Type of Stock
	Librarian
	Deputy/Backup

	Fiction
	Wendy Hulance

Vicky Fox

Part time post
	Youth Team

	Non-Fiction
	Kerry O’Neil

Hilary Jones
	Youth Team

	Spoken Word
	Simon Gutteridge
	Youth Team

	DVD/Video
	Simon Gutteridge
	Youth Team

	Back Up Procedures:

· There will be a system in Vlib Admin for marking when someone is off on long term sick leave or holiday, so redirecting the e-mails to their backup person.

· Vicky/ Kerry will receive an e-mail if a request has not been dealt with within 3 days

· Andy Baker will receive an e-mail if a request has not been dealt with within 5 days


Other Reservation Scenarios
1. If the title is on Galaxy, as a record with stock
ILL will click a check box and this will move the reservation onto the true SBN and delete the false record.
2. If the title is adult non-fiction, not in print or the librarian has decided not to purchase, and the borrower has agreed to pay the extra charge, the Inter-lending process starts
· The details will remain on Galaxy as a dummy record and SBN and the reservation will remain.  The ILL team will deal with the request in the usual way and it will be integrated with the branch requests.
· Barbara will keep a count of incoming requests. 

· Any communication relating to obtaining the book will be between ILL staff and the borrower via e-mail or post.  
Except the final note that the item is ready for collection.

· When the book arrives at ILL it will then be sent to the pickup library. It will be clearly labelled as a Web reservation and have the borrower number and request number with it.
· When the book arrives at the pickup branch they will log into Vlib Admin, where the details of the reservation will be, they will click a check box which will;
· Send the borrower an email, using BedfordshireLibraries@bedfordshire.gov.uk, or letter informing them the item is ready for collection

· Update the reservation status on their account to show Available

· Delete dummy record and reservation
· Place a message in the Borrower message field on Galaxy so it will be picked up if the user pops into the library before receiving their e-mail or letter.

· The library will then deal with the book in the same way as before.
Other Options on Your Welcome Page

Maintain Contact Details

Informing the system of team member absences


This option enables you to mark when a librarian is off for a period of more than a few days, for example on leave or off sick.  As soon as someone is marked as being absent their backup person will receive the e-mails, so requests are always picked up.

Change team responsibilities

You can change areas of responsibilities if the team changes for any reason.

ILL in Process. Send User Notification
This is used by the library staff to inform the borrower that their inter library loan book has arrived at the pickup library.

· Click on the option, 
· Identify the reservation from list of reservations which have arrived
· Click on the title to see the full record
· Select the option to inform the borrower. This sends an e-mail or letter to the borrower, deletes the false record and the reservation, and changes the status on the borrowers’ reservation information through ViewPoint.
· The library will then deal with the book itself as with any ILL reservation
Not Moved in 3 Days

To ensure that the system is working OK there are back up e-mails sent to the Principal Librarian, and the three senior librarians after three days if the reservation has not been dealt with.   Library Resources Manager will also receive an e-mail after three days with details of outstanding reservations.
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