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_ Just the facts
about ILDSE

WWW.ILLINOISDELIVERS.NET

<!Who is providing it?
<!Funding: lllinois State Library
<!Management: CARLI
<!Delivery: Lanter Delivery Systems, Inc.
<!Whatis it?

<!Interlibrary loan delivery; pick up and delivery, 5 days/week,
24-hour between service ILDS delivery locations

<!Where does ILDS deliver?

<!Serving the lllinois library locations listed at:
http://www.illinoisdelivers.net/memlist.html




_S ILDS library staff
workflow overview
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<!Place interlibrary loan requests and process items
being returned to their owning libraries in I-Share,
OCLC, other interlibrary loan systems, etc.

<!Use ILDS to send items to lllinois libraries only.

<!Sort and bag items by their ILDS destination.
2!ILDS library locations
SlLibrary systemsO headquarters for non-ILDS lllinois locations

<!Create a label for each bag using ILDS web system.

2ICreate 2 copies of a OmanifestOPa summary of your
current shipmentbusing the ILDS web system.

<!Sign the manifests and place them with your outgoing

shipment. ;



Lanter, the ILDS delivery
_S companyOs workflow
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<!Lanter requires:
<!Each bag must have a label with a unique number.
<!Each outgoing shipment must have a manifest.

< !Driver arrives approximately same time each day
<! Daily delivery and pickup service, not just on request

< !Driver signs a copy of the manifest, takes a copy and
leaves you a copy.

<!Optional: Library may also sign for the incoming
shipment.

<!Lanter has regional sorting centers in several lllinois
locations; this site code will be printed on the label.

< !Lanter serves businesses In addition to libraries on th4e
same routes.



_S ILDS librariesO delivery
staff will needE
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< !IAccess to the ILDS website:

<! A computer with an Internet connection with ..
2Web browser (Internet Explorer, Firefox, etc.)
<'Adobe Reader to view PDF files
> Free versions available on the web

<2 http://www.adobe.com/products/acrobat/
readstep? allversions.html

2!A printer that can print on 8.5 x 110 plain paper
2IPlain, 8.5 x 110 paper
<!Scissors or a paper cutter to cut labels 6 to a page




WWW.ILLINOISDELIVERS.NET re q u i re m e ntS

<!'Windows or Mac operating systems are supported

<!Internet Explorer v. 6.0+, Firefox v. 1.5+ have been
tested

<2!Your browser must be set to allow:

<!Cookies

< !Pop-ups

<!Java Script
<! A PDF viewer such as Adobe Reader v.7+
<!0ther software may work but has not been tested

<!You can connect to the label system and test your
computer and printer before your ILDS service
begins:
@!http://labels.illinoisdelivers.net
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Let’s take a look at how to produce
ILDS bag labels from the ILDS
website...



_S Prior to making labels
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< Gather the materials to be shipped.
< Sort them by their ILDS destination.

<If the final destination is an lllinois library that is
not directly served by ILDS, determine which
library system the destination library is in.

<Make sure items going to non-ILDS libraries have a
paper ILDS label showing their final destination.

<Place items in ILDS bags.
< Count the items in each bag.



Home Contact Us ILDS Labels

Welcome to the ILDS label and manifest system.
For questions and comments please email support@carli.illinois.edu

You are not logged in.

Create labels:

{|Add or Print Labels|;

OR
Login here to View/Approve Manifest:
Select source institution: | ADL - Adler School of Professional Psychology R
Password: |
Log in '

Forgot your password?

Copyright © 2007 lllinois Library Delivery System, All rights reserved. Toll Free at 866.904.5843

2! Every day an ILDS library has an outgoing shipment, do these steps:

<! Step 1: Go to the ILDS web labels system at http://labels.illinoisdelivers.net
2! Step 2: To begin to create labels; click OAdd or Print LabelsO

<! You don’t need to login to create labels.
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Home Contact Us ILDS Labels

Select your library: (KIS - Kishwaukee College iv|

IEL - IECC Lincoln Trail College -
Selectthe destinall |EQ - |ECC Olney Central College :
IEW - |IECC Wabash Valley College
Enter the item coun || A - |llinois Institute of Art

IID - lllinois Institute of Technology-Downtown
Add] IIT - lllinois Institute of Technology-Galvin

ILC - lllinois College

P |15 - 1llinois Math and Science Academy —
Copyright® 2007 If !SL - lllinois State Library Toll Free at 866.904.5843

ISU - lllinois State University
IVC - lllinois Valley Community College
IWU - lllinois Wesleyan University
JAL - John A. Logan College
JKM - JKM Library Trust
JOL - Joliet Junior College
JUD - Judson College
JWC - John Wood Community College
KCC - Kankakee Community College
KEN - Kendall College
KIS - Kishwaukee College

L]

<l

2! Step 3: Select your library from the drop-down menu labeled
OSelect your library.O

<! If your institution has multiple delivery locations, be sure to
select your specific site.

2! The Oyour libraryO setting will remain selected during the session.
<! We are Kishwaukee College (KIS) in this example.
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Home Contact Us ILDS Labels

Select your library: I KIS - Kishwaukee College ;]
Select the destination: { CSC - Carl Sandburg College A
A
Enter the item countfol ADL - Adler School of Professional Psychology
ALP - Abraham Lincoln Presidential Library !
Add ALS - Alliance Library System

From To count ARG - Argosy University-Chicago
KIS ©SC 3 ARU - Aurora University
o AUG - Augustana College
Print | | BEN - Benedictine University
Delete Bag | | Exi BHC - Black Hawk College
~ BLC - Blackburn College

[N BRA - Bradley University P
) ~ BRN - Blessing-Rieman College of Nursing
Copyright© 2007 llling CLC - College of Lake County Toll Free at 866.904.

COD - College of DuPage

COL - Columbia College Chicago

CON - Concordia University Chicago

CPL - Chicago Public Library

CSC - Carl Sandburg College

CSP - Chicago School of Professional Psychology
CSU - Chicago State University

<! Step 4: Select the destination library for the first bag in your
shipment from the drop-down menu.

<! Be particularly careful with libraryOs with common names (e.g.
OLincolnEO) or multiple campuses

<! The destination is Carl Sandburg College (CSC) in this example.



Home Contact Us ILDS Labels

Select your Iibrary:| KIS - Kishwaukee College :]

Select the destination: | CSC - Carl Sandburg College R

Enter the item count for this bag: |3|

Add]

Copyright© 2007 lllinois Library Delivery System, All rights reserved. Toll Free at 866.904.5843

<!Step 5: Enter the number of items in this bag for this
destination.
<!There are 3 items in this bag in this example.

2IClick OAddO to add the label. This just puts the label in
memory; labels will not print until we opt to print.



Home Contact Us ILDS Labels

Check the box and click Update to delete a bag.

Source | Destination | ltem Count

™ Kis|csc|3
Update| |Add or Print Labcls‘ Exit / Print Later |

Copyright © 2007 lllinois Library Delivery System, All rights reserved. Toll Free at 866.904.5843

2! LetOs take a moment to discuss how the label system worksE
<!Note the running count of bags: SOURCE-DESTINATION-ITEMS.
<! This shows the the bags that are in the system memory.
<!Label printing is a separate step from creating labels.

2!1Up to 6 labels will print on an 8.5 x 110 page, so creating and printing
labels in batches will use paper more efficiently.

<!Labels are held in memory until the manifest for that shipment is
approved, so you can click OExit/Print LaterO at any time and come
back to work with more labels later.



Home Contact Us ILDS Labels

Select your library: I KIS - Kishwaukee College :]

Selectthe destination:l NIU - Northern lllinois University |

Enter the item count for this bag: |

Add|

From To Count

KIS CSC 3

KIS GSU 1

KIS ERI 2

KIS NIU 6

KIS NIU 3
Print

Delete Bag ’ Exit / Print Later]

Copyright © 2007 lllinois Library Delivery System, All rights reserved. Toll Free at 866.904.5843

<! Step 6: Add additional bags and destinations.

<! Note that you may have more than one bag to the same
destination in the same shipment if there are many, or large
items going to a destination.

2!In this example we have two bags going to NIU.



Home Contact Us ILDS Labels

Select your library: | KIS - Kishwaukee College ~|

Select the destination: | SHL - Shawnee Library System ~|
Enter the item count for this bag:

Add]
From To Count
KIS CscC
KIS GSU
KIS ERI
KIS NIU
KIS NIU
KIS SHL

Print:

BWON W

Delete Bag ‘ Exit / Print Later:

Copyright © 2007 lllinois Library Delivery System, All rights reserved. Toll Free at 866.904.5843

<! For items going to a non-ILDS lllinois location the destination
will be the libraryOs regional library system.

2!In this example a bag is going to Shawnee Library System
(SHL) with 4 items in it. These 4 items may be going to more
than one non-ILDS library in Shawnee. Paper ILDS labels on
these items indicate their final destination libraries in Shawnee.

2! Refer to http:/eliilinois.org to determine a libraryOs system.
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Home Contact Us ILDS Labels

Select your |ibrary:| KIS - Kishwaukee College :]

Select the destination: , SHL - Shawnee Library System j

Enter the item count for this bag:l

Add

From To Count

KIS CcsC 3

KIS GSU 1

KIS ERI 2

KIS NIU 6

KIS NIU 3

KIS SHL 4
Print

Delete Bag | | Exit / Print Later’

B |
Copyright © 2007 lllinois Library Delivery System, All rights reserved. Toll Free at 866.904.5843

2If you make an error, click ODelete Bag.O
<!You will then be able to select the bag to delete.
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Home Contact Us ILDS Labels

Check the box and click Update to delete a bag.

Source | Destination | ltem Count

I~ KiIs|csc|3
[v] KIS|GSU |1
™ KIS|ERI|2
I~ KIS|NIU|6
I~ KIS|NIU|3
™ KIS | SHL | 4
Update| |Add or Print Labelsl Exit / Print Later]

I
Copyright © 2007 lllinois Library Delivery System, All rights reserved. Toll Free at 866.904.5843

2! Check any bags in error, then click OUpdateO to delete them from
the list.

2! Click OAdd or Print LabelsO to be able create a new, corrected
label.



_ Getting ready to
print labels
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< Review the list of bags that you have entered.

< Delete any with errors and recreate; this will not
Impact statistics.

<When your list is complete and correct,
click OPrintO.
<This will create a PDF file to print or save.

< Save or open and print the PDF file with
Adobe Reader.

18
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Home Contact Us ILDS Labels

Select yourlibrary:l KIS - Kishwaukee College ;]

Select the destination: | R

Enter the item count for this bag:|

Add|

From To Count

KIS CSC 3

KIS ERI 2

KIS NIU 6

KIS NIU 3

KIS SHL 4
Print

Delete Bag | |Exit / Print Later:

I ———
Copyright © 2007 lllinois Library Delivery System, All rights reserved. Toll Free at 866.904.5843

<! Step 7: After reviewing the list for accuracy, click OPrintO to
create a PDF file of labels for printing.

<! This will create a file of labels you can print from Adobe Reader.



From: Kishwaukee College KIS

1. CSC
Carl Sandburg College
Learning Resource Center
2400 Tom L. Wilson Bivd.
Galesburg, IL 61401-9574

Lanter Distribution Center: PIA
ILDS Bag Number: 20071206 KIS-CSC1-3

ATTENTION:

From: Kishwaukee Collage KIS

= ERI
Enkson Institute
Eoward Neisser Library
420 N Wabash Ave; Suite 300
Chicago, IL 60611-3568

Lanter Distribution Center: CHI

ILDS Bag Number: 20071206-KIS-ERI-1-2

ATTENTION:

From: Kishwaukee Coliege KIS

o NIU
Northern lllincis University
Founders Memorial Library
Normal Ad. at Carroll Ave.
DeKalb, IL 60115-2868

Lanter Distribution Center: CHI

LDS Bag Numaer: 20071206 KIS-NIU-1-6

ATTENTION:

From: Kishwaukee College KIS

o NIU

Nerthern lllinols University
Founders Memerial Library
Nermal Rd. at Carroll Ave.
DeKalb, IL 60115-2868

Lanter Distribution Center: CHI

ILDS Bag Numbar: 20071206-KIS-NIU-2-3

ATTENTION:

From: Kishwaukee Collage KIS

7= SHL

Shawnee Library System

607 Greenbriar Rd.
Carterville, IL 62918-1600

Lanter Distribution Center: STL
ILDS Bag Number: 20071206-KIS-SHL-1-4

ATTENTION:

<! Step 8: Print the PDF file of labels.
<! You may save a copy of the file to your computer.




_S ILDS bag numbers
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<!Each bag must have a unique number for each use.
<!The label system automatically creates bag numbers.
<!Format is: DATE(YYYYMMDD)-FROM-TO-BAG-ITEMS

<!The date is the labeling date, this may or may not be the
date on which the item Is shipped.

2!SoEour first sample bag wasE
Elabeled on December 6, 2007
Egoing from Kishwaukee College (KIS)
Eto Carl Sandburg College, (CSC)
Ewas the only bag from KIS to CSC in that shipment
Eand contained 3 items.

21tOs ILDS bag number is20071206-KIS-CSC-1-3

21
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Let’s take a look at labels, bags, and
when to use which options...

22



_ How to determine
where to send items
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<!Libraries served directly by ILDS are listed at
2!http://www.illinoisdelivers.net/memlist.html

2llinois libraries NOT directly served by ILDS are
served by their regional library systemQOs delivery
service

SIRefer to ELI (OEvery Library in ILLINETO) to determine which
system a non-ILDS library belongs to

<2 IELI: http://www.eliillinois.org/

<!The interlibrary loan request itself will usually provide
some type of delivery address.

23



[FNAL DESTINATION"

A a¥avey Ihas whel 2 cvcied Dettw. Moy melins gonyg 10 so-LDT Brarms. wis Mo dastoabos
rary's A4 same abore, and cvcle ey Spatems (LDE code bekw al ielt
oTES FRON
ALWAYS CIRCLE OR HIGHLIGHT ONE ILDS DE2TINATION CODE BELOW
m’:g"m To ILDE Libraries
WWW.LILLINOISDELIVERS.NET ALS ADL EWU KCC NIU  SIE
CPL ALP FLD KEN NW  SM
) DLS ARG GRN KIS NPU  SIC
<! Items going to non-ILDS e ARU GSU KNX  NUH SIN
. . LTL AUG HCD KSC NWU  SML
libraries must have a label e ey we e ok eRo
attached to the item itself NSL BHC  HRT LCC  ONU  SSC
) ] . ) ) PAC BLC HWC LCN PML  SVC
PAR BRA ICC LEW PRC  SWI
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. . . PAS BRN ICO LFC PRK  SXU
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libr ary. SHL 0O EL  LC  RAS  TRN
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<! The ILDS paper routing “_Ds CON [EW LUC RKC  UCH
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tp/REnoledaiivers.net CTS ILC MIL ROS UR

<! This label is available as a e s wom e oo
- Fora disctery of #l DAC ISL MON RSH U
PDF at: A oo oBBnola o DOM ISU MTS RVC  UNI
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www.illinoisdelivers.net/ S e oo e
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[ ERI  JUD NCC SHC  WRH

ERK JWC NEI Sic wwcC




_S lllinois Regional
Library Systems
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2! lllinois has 9 regional library
systems plus the Chicago Public
Library

<!Eight regional systems have only
one headquarters facility

<!PALS (olive green at right) has 3
headquarters facilities
<!'Rockford
<!Shorewood (near Joliet)
<!Coal Valley (Quad City area)
<!Chicago Public Library serves as a
library system in Chicago
2! All 12 of these sites are ILDS
delivery locations for their non-
ILDS member libraries

25
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2! Refer to Appendix

1 of the “ILDS
Instructions”
document for an
overview of what
service or label to
use.

<! Take some time to

review this,
particularly if you
are new to delivery
work.

Appendix- 11
=

Illinois Library Delivery Workflow Chart~/
|

Use this.chart-to-help-you -determine-how-to-send-materials-to-other llinois-libraries. <

H

Item going from!{

Item going toll

Labeling & Shipping{

ILDS Jocationt

Any-otherILDS
location, regardlessof
library-system:affiliation®
X

Select the destination locatonin-the ILDS web-label
system-to.create alabel-and-send the tem directly-to
that destinaton.in-ILDS.1T

ILDS locationIl

Non-ILDS llinois
location-in-anllinois
regional library-system
different thanyour
library's-regional library
systemit

Select the destination library’s-regional library-system
in-the-ILDS web label system to-create-a-label-and
send-the tem fo-the destinaton library's system
headquarters n-ILDS. The final destination library-is
indicated-on-a-paper-label-on-the -item. You -may-put
tems.going-to-different.-non-ILDS libraries withn-the
same regional library-system.in the same bag.1l

ILDS Jocationit

Non-ILDS llinois
location-in-the game
llinois-regional-library
system-as-yourlibraryl

Note:-Unless your library systemhas informed you of
an-altemate procedure for sending - mafenals within
your system, follow these instructions ™

A
Select the destination’s regional library-system-(in
these cases, this-will-also-be your-regional-libary
system)to create a-label in-the- ILDS web label
system.-Send the item to your-system headquarters.in
ILDS. The finaldestination-is-indicated ona paper
label-on-the item.-You -may-put-tems-gonng to diferent
non-ILDS libraries-in-the-same-regional library-system
in-the-same bag.{

Non-ILDS location I

Any-ILDS location-in
any-regionallibrary
system, -including-your
own.H

Use-a-paperILDS label on-the demto-indicale the
destination-library’s ILDS Jocaton.-Send the tem to
your-regional-library-system-in-your-system delivery
service forthem to route -on fo-the destination locaton
in-ILDS.-

Non-ILDS location-in
one-llinois-regional
library-systemit

Non-ILDS location-ina
different llinois-regional
library-systemit

Use-a-paperILDS routing-Bbel-on the tem to-indicate
the destinaton’s-regional library-system.-Send the
tem-to yourregional library-system -headquariers-in
your-system-delivery-service to-oute-on-to-the
destination-location’s regional-system-in-ILDS. - The
tem-will subsequently-be-routed to the-destination
location via-the destination-library's-regional-library
system-delivery. Il

Non-ILDS location-in
an-llinois-regional
library-systemid

Non-ILDS -location-in
the-same lllinois
regional library-systemid

Consult-with-your-regional library-system-about the
labelto -use forintra-systems delivery. - These tems
will-be routed fo-the destination-bcation by-their
regional library-system's delivery.lt

Any-llinois-libraryl

Any-non-llinois-libraryll

Not.covered - by-this-document - Contad your-regional
library-system-f-you -have questions.l{

X

X

X

=

Reminder: Use the Every Library inILLINET Directory at hitp:{elilinois.org/ to determine-an lllinois
library's address or-regional system -membership.

Q)



_S Bags and their labels
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<!There are three kinds of ILDS bags:

<!Two sizes of purple zippered bags
<Labels are inserted into a vinyl pocket.

2!0lder canvas drawstring bags
<Labels are inserted in sleeves attached like luggage tags.
<!Everything in a bag must be going to the same ILDS
destination.
<!Bags going to regional systems may hold items going
to more than one non-ILDS library in that system. The

ILDS paper label on item identifies its final
destination.

21Bags should be closed; donOt overfill.
2IBest practice: OLockO the bag with a zip tie. 27
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<!Use any type
of ILDS bag.

2!1t0s OK to send
a small
shipment in a
large bag if
you lack small
bags.

28



WWW.LILLINOISDELIVERS.NET

<!Insert the new
label in the pouch
or tag holder.

<! Remove any old
labels.

<! Best Practice:
Lock the bag with
a zip tie (aka
Ocable tieO)
Note it is looped
through the
zipper tab.
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Let’s take a look at how to produce
shipping manifests from the ILDS
website...

30



_S Creating manifests
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1A manifest will list all the bags in a dayOs shipment,
their destinations and bag numbers.

<!The manifest is automatically created from the
iInformation you entered to create labels.

<!You will print a manifest for every outbound shipment.

<!Review the bags listed on the manifest before
printing, delete any errors, add any omissions.

<!Print two copies,one copy of the manifest goes with
your outbound shipment, the other is for your files.

<!You can keep a copy of the manifest for your records
(paper or PDF stored on your computer).

31



Manifests:
Tips and Ideas
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<! IMPORTANT!

<! You must print (or save) the shipmentOs labels before you approve and print
the shipmentOs manifest. Approving the manifest will clear that shipmentOs
labels out of the systemOs memory.

>! A warning message informs you (but does not prevent you) if you attempt
this.

! THE WORST CASE SCENARIOE

2! The labels are no longer in memory and you did not print them!

2! SOLUTION: Create a new set of duplicate labels, this will not impact
statistics.

<! THE LABEL SYSTEM SAFETY NETE

2! You donOt have to login to print labels, but you MUST login to approve and
print manifests. So donOt login until after youOve printed your labels.

2! TO THINK ABOUTE

>! Who will print labels at your library? Will the same person(s) approve
manifests?

32
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Home Contact Us ILDS Labels

Select your Iibrary:I KIS - Kishwaukee College j

Select the destination:I :]

Enter the item count for this bag: |

Add

From To Count

KIS CsSC 3

KIS ERI 2

KIS NIU 6

KIS NIU 3

KIS SHL 4
Print

Delete Bag | [Exit / Print Later]

Copyright © 2007 lllinois Library Delivery System, All rights reserved. Toll Free at 866.904.5843

<!To begin working with the manifest, first exit the

labels page by clicking OEXxit/Print LaterO if you have
not already done so.

33



LINOISDELIVERS.NET

Home Contact Us ILDS Labels

Welcome to the ILDS label and manifest system.
For questions and comments please email support@carli.illinois.edu

You are not logged in.

Create labels:

Add or Print Labels

OR

Login here to View/Approve Manifest:

Select source institution: | KIS - Kishwaukee College |

Password: I****

Log in |
Forgot your password?

B |
Copyright © 2007 lllinois Library Delivery System, All rights reserved. Toll Free at 866.904.5843

<! Step 9: Login to work with manifests. Select your library from
the drop-down menu at the bottom of the screen, if it is not
already shown.

<! Enter the password : ILDS
2! Click OLog inO



Home Contact Us ILDS Labels

Check the box and click Update to delete a bag.

Source | Destination | ltem Count

I~ KIs|csc |3
I~ KIS|ERI|2
™ KIS|NIU|6
I~ KIS|NIU|3
™ KIS|SHL |4
Update| [Add or Print Labels| [Exit / Print Later| [Approve Manifests |

Copyright © 2007 lllinois Library Delivery System, All rights reserved. Toll Free at 866.904.5843

<! The current manifest list will be displayed. This looks very much
like the label screen and offers similar options.

2! Review the list, make any changes.
2! If you need to add a bag, don’t forget to print its label.
2! Step 10: When correct, click OApprove ManifestsO



ILDS Labels

The manifest has been approved.

| Print Manifests |}

Copyright © 2007 lllinois Library Delivery System, All rights reserved. Toll Free at 866.904.5843

<!The confirmation message shows that the manifest
has been approved.

2IStep 11: Click OPrint ManifestsO to create a PDF file
of the manifest.



Home Contact Us ILDS Labels

Select manifest to print:l 2007-12-06 -1 j OK |

Logout

Copyright © 2007 lllinois Library Delivery System, All rights reserved. Toll Free at 866.904.5843

<! The system stores the last several manifests created for your
library.

<! Step 12: Select the manifest to be printed by date.The most
current one will be shown in the display window. Use the drop-
down menu to select to view an older manifest. Usually you will
only have one manifest per day.

2! Click OOKO to review the selected manifest content.



ILDS Manifest

Shipped From:

Manifest Date:

Kishwaukee College (KIS)

December 06 2007

'smpplng To: Address City, State, Zip Lanter |Bag ID
Cad Sandburg Colege 400 Tom L. Wilsan Bivd Gaoless 0 PIA | 20071206-KIS-CSC-1-3
Chicage CHI
Normal R, at Carrol Ave ( Ak CHI
Normal Re. at Carrol Ave ak HI IS
607 Greenbriar Ad Carterv 800 TL |20 6-KIS-SHL

Shawnee Lbrary

System

TOTAL ITEMS IN SHIPMENT: 18

TOTAL BAGS IN SHIPMENT: 5

LLLLL ry Signature:

Lanter Signature:

<! The manifest is a PDF file. It will open in a separate window.

<! Note that the manifest automatically totals the number of items
and bags in the shipment.

<!You may save the manifest file to your computer (optional).

<! Step 13: Print 2 copies using Adobe Reader.

2! Sign both copies, in the OLibrary SignatureO block; leave one
copy with your shipment and keep one for your records.
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<! Step 14: Place
the signed
manifests with
your outgoing
shipment.

<2!Your ILDS
clipboard could be

used to hold the
current manifest.

1
www.lLUNOISDEU\/ERS NET

fOR ILDS USE ONLY

39



_S Offline backup options
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<!Use these only when you cannot connect to the ILDS
web label system.

<!Each bag needs a unigue bag number.
SIFormat: DATE(YYYYMMDD)-FROM-TO-BAG-ITEMS

<!Template labels are available for you to copy and fill
In to create a unique bag number.

<!CARLI has made the templates available in paper and in
PDF on the ILDS website (but don’t wait until your network is
down to try to access them!)

<!Every shipment needs a manifest.

<!0ffline manifests can be created by handwriting or typing on
a copy of the manifest template.

<!The manifest can also be created using the Excel template.40
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Use this only when you cannot
connect to the ILDS label system.

Everyone wants to minimize the
number of hand-written labels in the
system.

I Fill in the elements shown in red at

right (red for illustration clarity only)

I The label template is available as a

PDF at
http://www.illinoisdelivers.net/
backuplabels.pdf

The manifest template is available as a
PDF at

http://www.illinoisdelivers.net/
backupmanifest.pdf and in Excel at
http://www.illinoisdelivers.net/
backupmanifest.xls

If you canOt connect
to the label system

VOWWILLINOISOELIVERSNET — - FOIM; KIS q

To: -~ CSCx

Carl-Sandburg-College

Learning- Resource Center

2400 Tom L. Wilson Blvd.4
Galesburg, 1L 61401-9574
Lanter Distribution Center: +PIA<

ILDS Bag Number:«

20071206— KIS-csc-1-3

»YYYY MM --DD from to bag - items
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_S Holidays
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2lLanterOs delivery service will not run on these days:
2INew YearOs Day
<!Martin Luther King Jr. Day
<!Memorial Day
<July 4
<!Labor Day
<!Thanksgiving Day
2!Christmas Day
<!All other weekdays will be delivery days.

<!Let CARLI know if you are closed for holidays or
other events that you know in advance.
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_S DonOt assumeE
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<!ILDS is not just for I-Share requests, but for all
delivery between ILDS libraries, between lllinois
library systems, and from library systems to ILDS
libraries.

< INot all lllinois academic libraries are ILDS locations.

<!0nly CARLI Governing and Associate members are eligible
to be an ILDS location.

<!CARLI Basic members are not eligible.
2!1Some academics are not CARLI members at all.

<!Non-ILDS libraries (public libraries, school libraries,
etc.) will continue to receive delivery service from
their regional library system.
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_S And donOt assumeE
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<INot all CARLI members are academic libraries.
CARLI members include:

2llllinois State Library, IMSA, The Newberry Library, Pritzker
Military Library, The Field Museum, and the Abraham
Lincoln Presidential Library
<!Some institutions have multiple campuses,
e.g., Ul Chicago, Robert Morris College

<!The campuses may have different ILDS delivery locations

<!Lots of lllinois library names sound alikeElots of
lllinoisOELincoln’sE Chicago’sEBe careful!

<!When in doubt, look it up:

2!ILDS: http://www.illinoisdelivers.net/memlist.html
<!Every Library in ILLINET (ELI): http://www.eliillinois.org/
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_S LetOs recap the labels
process

WWW.ILLINOISDELIVERS.NET

<. Connect to the label system

<PR. Select your library

<B. Select the bag destination

< 4. Enter the number of items in the bag

<b. Repeat until your whole shipment has been
entered; deleting any errors and re-entering

<56. Print the label PDF
27. Put the labels in the bagsO label holders
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_S LetOs recap the
WWW.ILLINOISDELIVERS.NET manifeSt prccess

211. Print the shipmentOs labels before working with
the manifest!

<!2. Login
<!3. Review the manifest list; make any changes; print
labels for any bags you add at this point

<!4. Approve the manifest

<!5. Print two copies of the manifest PDF, sign both

<!6. Place the manifest with your outgoing shipment
ThatOs All Folks!
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_ For libraries new to
ILDS as of July 2008

WWW.ILLINOISDELIVERS.NET

<!CARLI will gather your contact information and
provide supplies (bags, labels, documentation)

<!Lanter will visit each delivery site to plan access to
your building.

<!Pickup will begin on July 1
<!Pickup and delivery will begin on July 2

2Make sure your libraryOs ELI record is up to date
2 !http://www.eliillinois.org/

2IMake sure your libraryOs OCLC constant data
Information shows your new ILDS address
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_S Keeping informed
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<2!Two emaill lists

<2!Announcements from CARLI: ILDS
<Every ILDS contact person automatically is on this list

2!0pen discussion, requests for bags: ILDS-IG
<Any library staff can subscribe to this list

< !ISubscribe at: http://www.illinoisdelivers.net/email-lists.html

2!ILDS website at:
2http://www.illinoisdelivers.net

< Documentation on ILDS website at:
2 http://Iwww.illinoisdelivers.net/docs.html

< !CARLI staff member serving as program manager
<!Send questions to support@carli.illinois.edu
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_S Troubleshooting
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<!lIf you need more ILDS bags
2!Send a note to the ILDS-IG list
2!0ther ILDS libraries will send their extras

<!ltems arrive damaged, or bag does not contain the
number of items listed on the label

<!Contact the library that sent the bag

<!If Lanter is at fault, CARLI will work with the owning library to
file a claim

<!You are unexpectedly closed (e.g., weather-related),
have a new ILDS contact person, your library is
moving its delivery locationEetc.
<!Email support@catrli.illinois.edu
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Time for Your Questions

If you think of questions later,
please email them to CARLI at:

support@-carli.illinois.edu
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