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1. Introduction 

1.1. What is Te Puna Interloan? 

Te Puna Interloan is an interactive national interloan management service, linked to -key 
sources of information about resources, in particular the National Bibliographic Database and 
the Australian National Bibliographic Database. The service uses a web interface for 
initiating, responding to and monitoring requests throughout the interloan process. 

Te Puna Interloan is based on a product called VDX (Virtual Document eXchange) supplied 
by OCLC PICA Ltd. 

VDX is an implementation of the ILL Service Model as interpreted in the ISO interloan 
standards ISO 10160 and 10161. This allows the exchange of interloan messages and 
information across various systems. 

1.2. Help 

1.2.1. Online help and information: 

Te Puna Interloan has extensive online help. You can access this by clicking the Help button 
on the left of the Te Puna Interloan screen. 

For more general information and interloan guides go to the National Library’s Quicklinks for 
Librarians pages: http://www.natlib.govt.nz/librarians/interloan  

1.2.2. Troubleshooting: 

Refer to section ‘17. Troubleshooting’ of this guide. 

The Service Desk can be contacted by telephone: 0508 83 7862 or by email: 
tepuna@dia.govt.nz . The Service Desk will offer support for technical problems or issues as 
well as any questions on day-to-day use of Te Puna Interloan.  

1.2.3. Listserv: 

To subscribe to the Te Puna Interloan listserv: 

1. Send an email to tepunaildd-l-subscribe@natlib.govt.nz  

2. Leave the subject line blank 

3. Leave the message body blank 

4. Send the email without a signature or any attachments 
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2. Getting started on Te Puna Interloan 

2.1. Which browser are you using? 

The National Library service desk is able to support your use of the following browsers:   

Internet Explorer 7 & 8 Yes 

Mozilla Firefox  Yes, though not supported by vendor. 

2.2. Proxy bypass 

To ensure that the Interloan application continually displays refreshed screens of information 
(Proxy bypass), you should apply the following settings: 

2.2.1. Internet Explorer: [based on version 8.0] 

1. From the menu select Tools, Internet Options. 

2. On the 'Connections' tab select 'LAN settings'. 

3. Under 'Proxy server', if the value 'Bypass proxy server ...' is greyed out you will need to 
select the value above, 'Use a proxy server for your LAN'. 

4. Now you may select the 'Advanced' box. Under 'Exceptions' where there is the value 'Do 
not use proxy server ...' enter *.natlib.govt.nz and click OK three times.  

2.2.2. Mozilla Firefox: [based on version 7.0] 

1. From the menu select Tools, Options, Advanced. 

2. Select the 'Network' tab and the 'Settings' box. This displays Connection Settings. 

3. In the box 'Configure proxies to access the Internet', select 'Manual proxy configuration', 
if it is not already. 

4. In the box 'No proxy for', enter *.natlib.govt.nz and click OK twice.  

2.3. Enable pop-up boxes 

To use Te Puna Interloan correctly it is essential that you have pop-up boxes enabled. You 
can set this up as follows: 

2.3.1. Internet Explorer: [based on version 8.0] 

1. From the menu select Tools, Pop-up blocker, Pop-up blocker settings. 

2. In the box, Address of Web site to allow, enter the URL ill.natlib.govt.nz and click Add. 
The URL appears in the box below under Allowed sites. 

3. Select Close. The pop-up that calculates the shipped cost will now work correctly. 

2.3.2. Mozilla Firefox: [based on version 7.0] 

1. From the menu select Tools, Options, Content. 

2. Alongside ‘Block Popup Windows' is an 'Exceptions' box. Select this. 

3. In the box 'Address of web site', enter the URL ill.natlib.govt.nz and click Allow. The URL 
appears with the status Allow beside it. 

4. Click OK twice to close the windows. The pop-up that calculates the shipped cost will 
now work correctly. 
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2.4. Screen setup 

You can view the full screen and reduce scrolling by hiding the toolbars at the top of the 
screen. For Internet Explorer on a PC, press the F11 key to remove the toolbars, and again 
for them to reappear. For other computers and browsers, choose the relevant option(s) from 
your menu bar to collapse or hide toolbars. 

2.5. Where is Te Puna Interloan? 

Te Puna Interloan is available via the Web, and can be found at: http://ill.natlib.govt.nz 

2.6. Timeout 

Timeout occurs when you have left your Te Puna Interloan session open for 30 minutes 
without activity. The link from the timeout message returns you to the Login screen. Timeouts 
that occur in less time than this are usually the result of settings in a user’s local 
environment. 

2.7. Logging on 

2.7.1. To log on to Te Puna Interloan: 

1. Go to the URL: http://ill.natlib.govt.nz   . This takes you to the Te Puna Interloan Login 
screen. 

 

2. Enter your Barcode (user ID) and Password in UPPERCASE. Click Login  or press 
Enter . The BibSearch Advanced Search screen is displayed as the default opening 
screen. 
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 Interloan search screen (Advanced Search): 

 

  

The navigation buttons on the left hand side of the screen are always visible, and enable you 
to navigate your way round Te Puna Interloan. These buttons are: 

·  BibSearch : search the National Bibliographic Database and create requests. 

·  Requests : search for and action your requests. 

·  User : used only by Te Puna Support staff. 

·  Location : view location (library) details 

·  Reports : view reports of your library’s interloan activity 

·  Logout : log out of Te Puna Interloan.  

·  Help: online help (generic, not specific to Te Puna Interloan) 
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3. Locations 

Locations are libraries that are registered to use Te Puna Interloan or to interoperate with Te 
Puna Interloan. Te Puna Interloan contains the location (library) symbol, the library name and 
the delivery address of each Te Puna Interloan location and each Libraries Australia 
Document Delivery location.  

3.1. Searching for locations 

To do a Location Search, follow these steps: 

1. Click on the Location  button at the left of the screen. The Location Search screen will 
display. 

Location Search screen: 

  

 

2. Choose search option from the drop-down menu: 

·  Location Symbol (Library symbol) 

·  Library Code (Library symbol) 

·  Short Description (Library symbol, and 

·  Long Description (the name of the location (library)) 

3. Select a Match button: 

·  Exact : exact symbol or name of organisation.  

·  Any part : any part of symbol or name. For example, a search on Location symbol using 
WIN and Any part  will retrieve locations that have WIN somewhere in their symbol. 

·  First part:  first part of symbol or name of organisation. For example, searching on Short 
Description using Auck and First part  will retrieve organisations whose names begin with 
Auck. 

·  Last part : last part of symbol or name of organisation. 

4. Click on Submit. Search results are displayed on the Results screen:  

  



Te Puna Interloan Manual       October 2011 
 
 

 

 

Te-Puna-Interloan-Manual.doc  Page 11 of 106 

Location Results screen: 

  

This screenshot shows the result of a search for the Location Symbol WU. Where there is an 
identical Australian symbol, the convention used to distinguish it in the Locations domain, is 
to preface the symbol with the letter Y, hence YWU. 

5. Click details to view more information. The Location details screen displays: 

  

Notes on fields: 

Location Symbols : NLNZ is the naming authority for New Zealand libraries. This value 
appears before the location/library symbol. 

Delivery Address : The request server automatically transfers the delivery address to the 
request. The DocStore field is reserved for DocStore address (see section 13). 

Requester Address : The Requester Address is slightly shorter than the Delivery Address. 
The Requester Address transfers to web reports run from within Te Puna Interloan (e.g. 
Standard Received List). 
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3.2. Edit own location  

To edit your own location, click on Edit Own, to display the Location screen: 

  

3.2.1. Suspend your location 

If your library will be unable to supply interloans for a time you may need to suspend your 
location from the rota. 

1. On the Location screen, click Edit own and select Will be skipped when rota moved on 
from the Suspension dropdown menu. 

2. Enter the date you wish to suspend your service From and the date you recommence 
services, the To date. The format is DD MMM YYYY or D MMM YYYY, e.g. 10 Dec 
2009. Click on Submit. 

  

Points to note: 

·  All dates in VDX use the Oracle date/time stamp. This means dates click over at the 
start of each day i.e. at 00:00:01. In the example above 11 January is the first business 
day back, a Monday. 

·  Once the ‘To’ date rolls around, you will automatically begin receiving incoming 
requests from the beginning of that day. 

·  To undo a suspension clear the Suspension box (click on the down arrow and choose 
the blank option) and delete any date information. 

3.3. Own services 

This contains brief information about what you charge other libraries and is maintained 
centrally on behalf of libraries.  
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4. Searching for an item to request 

You can search the National Bibliographic Database and/or the Australian National 
Bibliographic Database using BibSearch . Both Simple and Advanced search options are 
provided.  

4.1. Simple Search 

·  Simple search is equivalent to an ‘Any’ keyword search in Advanced Search (i.e. you can 
enter keywords, and the system will search any field). 

·  Keywords are automatically combined using the Boolean operator AND. 

·  To search for a phrase, enclose the whole phrase in double quotation marks. 

Simple Search screen: 

  

 

The following links display at the top of the screen: 

·  Simple  takes you to the Simple (Standard) search screen 

·  Advanced  takes you to the Advanced search screen 

·  Profiles  is not used by Te Puna Interloan 

·  Searches  takes you to any searches you have saved 

 
The Collections  link below the search box enables you to change from Te Puna Shared 
(National Bibliographic Database) to Australasian Profile Shared (Libraries Australia and Te 
Puna). It also gives you access to Other Collections. (If you click on NZ libraries’ catalogue 
for example, a box will pop up with a link to the NZ libraries’ catalogue): 
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4.2. Advanced Search 

 

 

Advanced Search is the default search screen. The links at the top, some of which appear 
only after you have done a search, are: 

·  Simple : click here for Simple (Standard) search screen 

·  Advanced : click here for Advanced search screen 

·  Profiles : not used by Te Puna Interloan 

·  Results : click here for your most recent search results 

·  Status : click here to see how your search is progressing 

·  History : to edit or re-run previous searches in this session 

·  Saved List : click here to view records you have saved in this session 

·  Searches : click here to view searches you have saved 
 

The buttons, boxes and links in the body of the screen are: 

·  Profile : ‘Current Profile’ shows the collections you are able to search. 

·  Submit  button: click here to carry out your search – or simply press Enter 

·  Reset form  button: click here to clear the screen so you can enter a new search 

·  Field : Title(*) is the default for the first search box, with Author(*) and Subject Heading(*) 
the defaults for the other boxes. See next page for more details. 

·  Details  button opens up Power Search. Advanced search should be adequate for the 
needs of most users, however see the search tip using Power Search overleaf. 

·  Refinement : We recommend that you leave this turned on as it gives you the search 
attributes (*) supported by Voyager as Z39.50.  

·  Records per page : click here to retrieve 5, 15 or 20 records. 
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4.3. Fields 

Title Searches Title proper as well as other title fields such as Continued 
By, Continues, Other Title. 

Author Surname, or with initial or forename. Omit punctuation. 

Subject Heading Enter word or phrase from subject terms (e.g. medical oncology). 
Does not search across subdivisions. 

Publisher Enter word or phrase from publisher name. 

Any Search anywhere in the record. 

ISBN Omit hyphens and spaces, maximum 13 digits 

ISSN Include hyphen (e.g. 1081-4442); maximum 8 digits 

Date of publication Date (year) of publication 

Local number Searches the unique ID supplied by the Voyager system, e.g. 
5082585 

Title Series Searches for series, e.g. Harry Potter 

4.3.1. Choosing a field  

Here is a quick way to select your desired field from the dropdown list:  

1. Click on the arrow beside the Field box. 

2. Enter the first letter of the field you want – e.g. i for ISBN. 

3. If there is more than one field name starting with the same letter, type that letter more 
than once – e.g. press i twice for ISSN. Tab to the Search Term box. 

4.4. Search rules 

·  All searches are keyword searches 

·  You can truncate search terms by using ? - e.g.: native fores? monitor? 

·  Omit punctuation such as quotation marks. Commas and hyphens can be included or 
omitted. 

·  Omit special characters – e.g. <> * / [ ] 

·  When searching for titles omit initial articles such as: the, an, le, die 

·  Common stop words (e.g. and, the, or) are ignored. 

·  Keywords are automatically ANDed (i.e. treated as separate search terms and combined 
using the Boolean operator AND) unless other operators are selected. 

·  To search for a phrase, enclose the whole phrase in double quotation marks, e.g. 
“black holes”. 

4.4.1. Sample Search: Step by step 

To search for the title Matriarch by Witi Ihimaera: 

1. The first Field  box defaults to Title . 

2. Click in, or tab to, the Search term  box and enter matriarch. 

3. The Operator  box defaults to and. 

4. The second Field  box defaults to Author . 

5. Click in, or tab to, the Search term box and enter ihimaera. 
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6. Press Enter. 

While the database search is processing, a Waiting for details to be returned  message 
might appear. 

4.5. Refining your search strategies 

4.5.1. Power Search feature: 

The Power Search feature sits under the  button on the Advanced Search 
screen. Its use is a particularly good method of finding one-word titles and titles that contain 
common words. Here are the steps to follow: 

1. Enter your search word or phrase in the Title field. Example of one word title: blood 
Examples of phrases: new scientist, forest and bird 

2. Click on the Details  button to the right of the search box. The Power Search pop-up box 
will display. 

3. Click the arrow next to Position and choose First in field (*) from the drop down menu. 
Also, for a phrase, click the arrow next to Structure and choose Phrase (*). 

4. Close the Power Search box. 

5. Press Enter at the Advanced Search screen to display your results list. 

Notes: 

·  Using First in Field is similar to a 'title begins with' search in Te Puna Search. 

·  If you choose First in Field your word or phrase must be from the beginning of the title.  

·  The Title field also searches fields such as 'Other title', therefore some other titles might 
display ahead of your desired title. 

·  The results include books as well as serials, but serials (e.g. Blood) display ahead of 
books (e.g. a book called Blood). 

·  If using this search method for Trans Tasman Interlending, we recommend that you 
search New Zealand and Australian libraries separately, as the Libraries Australia 
supported attributes differ slightly from our own settings. 

4.5.2. Other precise search methods: 

·  Search by ISBN or ISSN : these are the most precise search methods available 

·  Add periodicals  to the Subject Heading  field: 

For common serial titles this method can reduce the number of results presented. Here are 
the steps to follow: 

1. Enter your keywords in the Title field. Example: agriculture ecosystems 

2. Enter in the Subject Heading field the word: periodicals 

3. Press Enter to display your results list. 

·  Add double quotes to your search terms , e.g. “new statesman”. This treats the words 
as a phrase and reduces your results list to some 42 items (instead of 68+).  

4.6. Find videos, DVDs and other non-book materials   

Here are some tips on finding videos, DVDs and other non-book materials: 
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Videorecording or DVD, 
e.g. suppose you want a 
video about asthma. 

Include Videorecording as Any 

Example: Title: asthma AND Any: videorecording 

This will give you both videos and DVDs (the word DVD will be in 
the details of the record) 

Alternatively, if you just want DVDs, include dvd as Any 

Example: Title: asthma AND Any: dvd 

Sound recording Include Any: sound recording  

Microfilm Include Any: microform  

Music score Include Any: score 

Example: Author: Farquhar AND Any: score 

If you still can’t find the item, you might like to try in Te Puna 
Search. There are some tips in the search manual at: 
http://www.natlib.govt.nz/librarians/search  

4.7. Searching Libraries Australia (Australian Nati onal Bibliographic 
Database) 

If you wish to search Libraries Australia (Australian National Bibliographic Database) as well 
as the National Bibliographic Database, follow these steps: 

1. Log in to Te Puna Interloan as normal. At the Advanced Search screen you will see that 
the Profile  is New Zealand [shared] and Searchable Collections  are New Zealand 
National Union Catalogue.  

  

 

2. Click on the dropdown menu under Profile  and choose Australasian profile [shared]. You 
will see that Searchable Collections  changes to New Zealand National Union Catalogue 
and Libraries Australia.  

  

 

3. Search for the item you wish to request. The search will be across both the National 
Bibliographic Database and Libraries Australia. 

Notes: 

·  If you choose Australasian profile [shared] this will be your default next time you log in. If 
you wish to revert to Te Puna [shared] as your default, simply select this from the 
dropdown menu. 

·  If Australian profile [shared] is your default, you can de-select either Te Puna or Libraries 
Australia if you do not wish to search both databases. 
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4.8. Search results 

Once your search is complete, search results are displayed in a Results list screen: 

 

 

 

The Results screen contains the following information and buttons: 

·  Summary of the search and database/s searched. 

·  Save search  button: click here to save the search 

·  Get more hits  button: click to retrieve more hits if they have not all been fetched 

·  Citation for each record. 

·  Save button: click here to save the record 

·  Request  button: click here to request the record 

·  Details  button: click here to see full bibliographic details and holdings 

If you search Libraries Australia and the New Zealand National Union Catalogue 
simultaneously, the results appear in one Results list.  

Note:  

·  Early in the day the Libraries Australia server responds more quickly than Te Puna, and 
Australian holdings display ahead of New Zealand holdings. In this case make sure you 
look at New Zealand holdings – you can bring these to the top of the list by clicking on 
the New Zealand National Union Catalogue link at the top of the screen. 
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4.8.1. Result details 

Click on the Details  button on the Results screen to see the Results Details screen, which 
has full bibliographic details and holdings of an item: 

 

 

The Result Details screen contains the following buttons and information: 

·  Results  link (at top of screen): click here to return to the Results list 

·  Save button: click here to save the record 

·  Request  button: click here to request the item 

·  Full bibliographic details 

·  Any holdings for the item. The default holdings display shows National Library holdings at 
the top, followed by your own location’s holdings if applicable, then other holdings 
chronologically according to when they were added to the database, i.e. earliest first. If 
you prefer your reciprocal libraries to be at the top, contact us at: tepuna@dia.govt.nz  

Note: 

·  ‘manual libraries’ appear at the bottom of the list, and their library symbol is in the Call 
Number column rather than the Location column. They will not transfer to the rota. 

4.8.2. Returning to your search results 

From within the BibSearch module, you can view your last Results list at any time by clicking 
on the Results  link at the top of the screen. 

From outside the BibSearch module, you can return to your last Results hit list by clicking on 
BibSearch  and then clicking on the Results  link. 
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4.9. Search History 

1. Use the History  link to display the Search History screen 

 

2. From this screen you can edit or re-run any of your previous searches. 

Note:  

·  Search History displays only the searches carried out during the current session. If you 
log out or are timed out, Search History is cleared. 

4.10. Saved List 

Saved List is a temporary list you can work with during the current login session.  

·  Records from the list can be requested, emailed and/or printed. 

·  The results of several searches can be saved in one list, which you can then manipulate 
to suit your purposes. 

·  Saved List is lost once you log out of your current session or if you are timed out. 

4.10.1. Save records to your Saved List 

The first step is to save records to your Saved List: 

1. Do your search, and click on Save next to the record you want. 

2. Repeat for all records that you wish to save.  

Results list: 
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To use your saved search, click on Saved List at the top of the screen. The My Saved List 
screen will display: 

  

 

The default display format for Saved List is shown in the screens above. If you select the 
display format: Details, you will also see the holdings. 

From the My Saved List screen, you can: 

·  Rearrange the items in the list 

·  Delete any records you no longer want 

·  Place requests 

·  Email and/or print records 

4.10.2. Delete records from your Saved List 

To delete one record, it is quicker to use the Delete button next to the record. 

To delete a number of records at one time, select the items you wish to delete and then click 
on the Remove  button at the top of the list. 

4.10.3. Create requests from your Saved List 

A feature of the Saved List is the ability to create multiple requests consecutively without 
having to return to the Results list: 

1. Run one or more searches and add your desired records to the Saved List. 

2. On the Saved List, select the items you wish to request and then click on the Request  
button. The first request will display. 

3. Complete the request form and rota in the normal way, and submit. 

4. The New Request screen will display. This gives ILL number and a progress summary. 

5. Click on Continue to go on to the next request. 

Note:  

·  This is currently not operating correctly in that defaults such as Service Type 1 are not 
populating the request form correctly for items created from the Saved List.  This bug has 
been logged with the software vendor. 
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4.10.4. Print records from your Saved List 

To print selected records: 

1. Tick the items you want to print, and click on the Print  button. The Preview screen will 
display. 

 

2. Choose Format: Details (the default) or Citation.  

3. Use your browser Print button to print the records. 

4.10.5. Email records from your Saved List 

To email selected records: 

1. Tick the items you want to print, and click on the Email  button. The Email from Saved List 
Preview screen will display. 

 

2. Choose the Mail format, and then enter the Mail address. You can also change the 
Subject line for the message. 

3. Click on Email  to send the email. A message confirms that your email has been sent. 

4.11. Saved searches 

A saved search allows you to store search strategies and run them again at any time. 

Each time you re-run a search, the results are updated to include any new records added to 
the database since your last search. 

4.11.1. To save a search 

1. Do your search. The Results list will display: 
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2. Click on the Save search  button. The ‘Save current search’ screen will display. 

3. Enter a meaningful name for the search (e.g. topic; client’s name) in the Title box  

To rerun, edit or delete your saved search 

1. Click on Searches  at the top of the screen. The ‘Your Saved Searches’ screen will 
display. 

2. You can rerun, edit or delete your saved search as desired. 

Saved Searches screen: 
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5. Creating requests 

There are three methods for creating requests: 

1. You can create a request following a search of the New Zealand National Union 
Catalogue (NUC) or Libraries Australia, from Te Puna Interloan 

2. You can create a request on a blank form for an item not found in a search 

3. You can initiate a request in Te Puna Search (NBD), then sign on to Te Puna Interloan to 
authorise and submit the request. 

5.1. Create a request after searching the NUC from Te Puna Interloan 

1. Search in BibSearch for the item you require. 

2. Click Request  at the Results screen or the Details screen.  

3. The ILL Request form displays. 

4. Edit the form as desired (e.g. you may wish to edit Need by date, Client Name, or Max. 
Cost). Add bibliographic details, if you are requesting on a blank request form. Add 
chapter/article details if you require part of an item. 

5. Select libraries for the rota, or click on Select all . 

6. Click the Rota button to go to the Rota screen.  

7. Add or delete locations and change the order of the rota as desired. 

8. Click on Submit  from the Rota screen to send the request. Your ILL number will display. 

The following pages show screen shots for the ILL Request form and the Rota screen 
together with descriptions of fields. 
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5.1.1. ILL Request form: description of fields 

ILL Request form (top of screen)  

  

 

1. Authorisation status 

The dropdown menu options are:  

·  Acknowledged : Not used from this screen 

·  Authorised : Use this only when you are reactivating a request that has gone to Not 
Supplied, Check Manual, or to Idle, Check Manual 

·  For Manual Authorisation : You may select this if you are not ready to send the request. 
Your request will remain at Idle. When ready to submit the request, change the status to 
To be Authorised, and the request will process as normal 

·  Send: Not used from this screen 

·  To be Authorised  (the default): When you submit a new request as To be Authorised, a 
VDX programme called Auto-Mediator checks your request, inputs a number of defaults, 
and changes the status to Authorised. 

·  Un-Authorised : Can be used if you decide not to approve a request that is for Manual 
Authorisation. However it is quicker to simply Complete the request. 

2. Format 

Format is automatically generated from the bibliographic record selected for the request and 
matches the form of material you have selected. The range of formats includes Print Journal, 
Book, Part of Book, Ejournal, Patent, Thesis, Report, OTHER, Conference Proceedings… 
The system automatically applies the defaults relevant to that format, e.g. a Book format 
becomes a loan request and the Print journal and Ejournal formats become copy requests. 

Exception for chapter requests, Government publications and conference proceedings: 
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·  For chapter requests you should select Format ‘part of book’ and Service Type 1 
‘copy’. 

·  For Government publications or conference proceedings you should select Format 
‘book’ and Service Type 1 ‘loan’. 

Requesting newspaper articles on microfiche : Leave the Format as Print Journal. 

Creating a request from a blank ILL Request form : The default Format for most libraries is 
Print Journal. If you require another type of item you should change the Format as 
applicable, e.g. Book. If requesting videos, DVDs, CDs, and music scores change the Format 
to Other. 

3. Title 

The Title of the book or other item is automatically supplied by the system. Title is a 
mandatory field. If you are creating a request from a blank request form, you must include 
the title or you will be unable to submit the request. 

4. Author, Publisher, ISBN and other bibliographic details 

The system supplies these details. You may edit these. 

5. Section headed If you require a copy of part of this item…  

Enter details for the author(s) and title of the article/chapter/paper, and for date, volume/issue 
and pages. Ignore for loan requests. 

ILL Request screen (Service types): 

  

6. Service Level 

Leave this field blank if you require Normal , as this is automatically supplied by the system 
when you submit the request. 

For urgent requests, current best national practice is to select Rush  from the dropdown list.  

Requests expire and go to Not supplied if not filled within the following time limits: 
Express: 0-1 days; Rush: 2-3 days; Priority: 4-25 days; Normal: 26-365 days. 
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7. Service Types  

Service Type 1 

Defaults to and corresponds with the Format, for example Loan for Book and Copy non 
returnable for Print Journal or Ejournal.  

Service Type 2  

You should leave this field blank. When you submit your request, the system will 
automatically supply a Service Type that is the opposite of Service Type 1, e.g. if Service 
Type 1 is Loan then Service Type 2 is Copy. This means that you, at time of actioning as 
Shipped or Received, can select this alternative Service Type where appropriate. 

Service Type 3 

You should usually leave this field blank, however you may choose Cost Estimate or 
Locations for requests to National Library Document Locating (WNRI). (In both these cases, 
you should accept the values defaulted into Service Types 1 and 2). The Responder can 
reply with an Answer Estimate giving estimated supply costs or an Answer Location-Provided 
for locations. The request will meanwhile have gone to Not Supplied and moved on to the 
next location on the rota, or back to Requester if there are no other libraries on the rota). 

8. Media Types 

Media Type 1 

You should usually leave this field blank, as the system will automatically supply Printed or 
Photocopy to match format once the request is submitted. However, you may choose one of 
the other media types from the dropdown list if desired (e.g. Audio CD, Audio DVD, Film-or- 
video-recording, Machine-Readable, Microform, Other). 

Media Type 2 

You should leave this field blank, as the system will automatically supply a Media Type 2. 
This will be Printed if Media Type 1 was Photocopy, and Photocopy if Media Type 1 was 
Printed.  

Media Type 3 

Ignore this. 

9. Client Copyright 

The system supplies ‘Fair Dealing’. Do not change. This field disappears from the form once 
the request is submitted. 

Copyright Type: 

The system supplies ‘Fair Dealing’. Do not change. 

Copyright Subtype: 

The system supplies ‘NZ Copyright requirements’. Do not change. 

Copyright Text:  is displayed for copy requests after the request is submitted. 

10. Need by Date 

The date the item is needed by. When a request has passed its Need by Date, the system 
automatically performs an Expiry action on the request, and the Requester and Responder 
status changes to Not Supplied. A ‘Request Expired-Indication’ message appears on the 
Responder’s Audit trail. 

The default Need by Date is 60 days from the date the request was submitted.  

You can change the Need By Date by using the date picker. 
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11. Expiry Type 

The system automatically supplies Calc from Expiry Days  when you submit the request. Do 
not change.  

12. Expiry Days 

When you submit the request, the system automatically supplies a default of 5 days. 

This is the number of days the request will stay at each location on the rota if it is not 
actioned. If the request is not actioned with Shipped, or Answer Will Supply, or Answer Hold, 
or Answer Conditional, the system moves this request on to the next location on the rota. 

If you have selected Service level Rush, Expiry days reduce to 3 days. 

- Note that Saturdays and Sundays, New Zealand public holidays, provincial anniversary 
days, and closedown periods at Christmas and Easter do not count as Expiry days. 

13. Delivery Method 

 The dropdown menu options are: 

·  Ariel  

·  Courier – default for Rush loan requests, applied by the system once you submit the 
request 

·  DocStore – default for copy requests, applied by the system once you submit the request. 
This enables the responding library to supply by DocStore if they wish. If you specifically 
want Ariel, Email or Fax instead you may choose one of these. 

·  Email 

·  Fax 

·  Postal Delivery – default for loan requests, applied by the system once you submit the 
request 

·  Will Collect from Responder 

14. Delivery Param 

Not used in Te Puna Interloan 

15. Max. Cost 

Alerts the Responder to the maximum amount you are prepared to pay. The system enters a 
14.00 default once the request is submitted. You may override this default (e.g. by entering 
0.00 or 0) before you submit the request. Note that the Max. Cost is for information only, and 
the IBS Billing scheme does not use this field for billing purposes. 

As Responder you can still ship an item if the cost is greater than the amount in Max. Cost. 
However, you should check with the Requester before doing so. 

16. Currency  

Currency Defaults to New Zealand dollar.  
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ILL Request screen (Holdings for Rota): 

  

 

17. Holdings  

Check the appropriate box to add the location to the rota or click on Select All to add all 
locations to the rota. Manual locations have their Library Symbol displayed in the Call 
Number field instead of the Institution field. These libraries will not be added to the rota. 

18. Additional Numbers 

This field lists the Voyager Bib ID and the Library of Congress number. 

19. Source 

The database in which the source record was found (e.g. National Bibliographic Database) 

20. Client Name 

This field can be used to record the name of the library client who wants the item. The data 
appears in the Requester’s view of the Request form, but not the Responder’s view. This 
field is searchable from the ILL Request Search screen.  

21. Place on Hold 

May be used to ask the Responder to place the item on hold if it is not currently available. 
Dropdown menu options are: Yes, No, Blank (the default). It is preferable to also include a 
short message in the Notes field. 

22. Retry 

This field is not used by Te Puna. 

23. New Note Type 

·  Request Msg (default) – may be used by Requester if all Responders need to see the 
note, e.g. Must be this edition. The Requester sees multiple occurrences of this note as it 
is routed to each Responder. (As Responder, using Request Msg means the Requester 
will see the note but it will not be seen by other Responders). 



Te Puna Interloan Manual       October 2011 
 
 

 

 

Te-Puna-Interloan-Manual.doc  Page 30 of 106 

·  Client Instr . –Potentially can be used for notes from the library patron to the requesting 
library. 

·  Send Yes – A note is transferred between Requester and current Responder (or vice 
versa). Each Responding location sees only the notes relevant to them, although the 
Requester sees all notes. 

·  Send Messages  – like Send Yes, the message will only go to the applicable Responder. 

·  Send No  – A local note seen only by the local library that enters it. Examples of use: 
additional information about the library patron; locations that hold the item but that you 
have not included on the rota at this stage. 

Best practice for New Note Type:  

·  Requester use Request Msg if all Responders need to see the message. Otherwise use 
Send Yes or Send No as applicable.  

24. New Notes 

Enter any notes that are necessary for the request. Keep your notes concise. The system will 
automatically enter date, time, your library symbol and the action taken. 

25. Rota button 

When you have completed this screen, click the Rota button to finalise your list of 
responding libraries. Either of the two Rota buttons on the ILL Request form will take you to 
the Rota screen. Requests are submitted from the Rota screen. 

5.1.2. ILL Request: Rota screen 

  

 

1. The Preliminary rota shows naming authority (NLNZ for Te Puna Libraries), Library 
symbol (e.g. ASP) and payments membership status (e.g. Interloan Billing System). 

a. Manual libraries are not transferred to the Preliminary rota.  

b. Libraries that have suspended themselves appear on the Preliminary rota but do 
not transfer to the rota when the request is submitted (if they are only location on 
your rota, the request will go to Idle - Check Manual). 

2. You can use the Add to Rota box to add locations that are not listed in the holdings. 
Enter library symbol/s in upper or lower case, separated by a comma. Then you must use 
the Add  button to add these locations to the rota. If you are adding Australian locations 
you should also include the naming authority NLA, e.g. NLA:WU for the University of 
Western Australia 
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3. Sort  locations by highlighting, and clicking the up and down arrows. Note that if WN (or 
other National Library symbol) is on the rota you need not move them to the top, as the 
automediation process does this automatically when you submit the request. If you don’t 
want the request to go to WN you will need to remove WN. 

4. To delete a location, highlight the location, and click the Delete selection button. 

5. View / Edit Entry Details  (bottom half of screen): you can select any location by clicking 
on it on the Preliminary rota, and see more details of their holdings. 

6. If you need to return to the ILL Request screen to make some changes, click the Main 
button. When you are finished with the ILL Request screen you will need to click Rota to 
return to the Rota screen.  

 

7. Click Submit . The New Request [request successful] screen will display confirming the 
request and assigning an ILL number so you can track its progress. 

5.2. Create a request on a blank form 

You may use a blank form to request items that are likely to be held by a particular library, 
but which you are unable to find by searching the National Bibliographic Database. Examples 
include society newsletters, theses or motor manuals. 

1. Click on the Request  button on the left of the screen. The ILL Request Search screen will 
display.  

2. Click on the Create link at the top of the screen. A blank request form will display. It has 
the same fields as the standard form. 

3. Make sure you check and/or complete the following fields: 

a. Leave Authorisation status at To be Authorised 

b. Select the Format (e.g. Print Journal, Ejournal, Book) 

c. Enter the title (mandatory field) and other bibliographic details. 

d. If a loan request, change Service Type 1 to Loan. 

4. At the Rota screen, enter locations in the Add to Rota box, and click on Add  to place the 
locations in the Preliminary Rota box. 

5. Click on Submit . The New Request [request successful] screen will display. 

5.3. Save a request to submit later 

1. Change the Authorisation status to For Manual Authorisation  to save a request that is 
partially or fully completed, but not ready to be sent. 

2. Click Submit  from the Rota screen. Note the ILL number assigned to the request. 

When you are ready to action the request: 

3. Click the Requests  button (on the left of the screen) to go to the ILL Request Search 
screen. Then click on the Work Queue link. 

4. In the Work Queue click on the value next to Idle in the Requester column. The Results 
list will display, and you will see that your request is in the status of Idle, For Manual 
Authorisation. 

5. Click Action . The Action ILL Request screen displays. 

6. Check REQUEST is showing in the ‘Actions available’ menu, and click Submit . 

7. The ILL Request Action: REQUEST screen displays. It is in Edit mode, so you can edit 
any fields including the rota. 
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8. Change the Authorisation status to To be Authorised . 

9. Click Submit  from the Rota screen. The Action Successful screen will display. 

5.4. Initiating requests from Te Puna Search  

There are two parts to this process. First, initiate your requests in Te Puna Search (NBD). 
Then, sign on to Te Puna Interloan and authorise these requests. 

5.4.1.  Sign on to Te Puna Search  

1. Conduct a search; select the required item from the results list; display holdings 
(optional). 

2. Click the Request  button (at top of screen). The Password screen displays. 

3. Enter your password and user name then click Submit (this step is necessary only for the 
first request in a session). The Choose Type of Request screen displays.  

4. Click OK to Create an Interloan request . The OPAC request form displays. 

 

5. Enter your password. You can also enter client name data in the Details field and adjust 
the date (this transfers to the Client Name field and the Need before date field on the 
View Request form).  

 

6. Click Submit Request.  You will receive a ‘Request was successful’ message. 

7. Click on back to record  OR click New Search  to do a new search OR click 
New Database  to sign on to a new database OR sign on to Te Puna Interloan. 

5.4.2. Sign on to Te Puna Interloan 

1. Click on the Requests  button (on left of screen) to display the ILL Request Search 
screen. Then click on the Work Queue link. 

2. In the work queue click on the value next to Idle in the Requester column. The results list 
will display, and you will see that your request is in the status of Idle, For Manual 
Authorisation. 
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3. Click on the Action  button to display the Action Request screen. (There is no need to 
click on Details , as you can check and edit details later). 

4. Check that Request  is showing in the drop-down menu then click on Submit . The 
ILL Request screen will display.  It is in edit mode, so you can edit any fields including the 
rota. 

5. Change the Authorisation status to To Be Authorised.  

6. Check other fields and edit where necessary. 

7. Click Submit  from the Rota screen. Your request will go to Pending/Processed in your 
own files, and In Process/To be Acknowledged in the Responder’s files. 

Note:  

·  Copyright field for copy non-returnable requests will automatically display a copyright 
statement after the request has gone to the driver. Leave this information unchanged. 

5.5. Requests past their Need by Date 

When a request has past its Need by Date, the system automatically performs an Expiry 
action on the request and the Requester and Responder status changes to Not Supplied. A 
Request Expired-Indication is sent to the Responder. 

5.6. Re-request not supplied requests 

You can use the REQUEST action to re-request an item that is unfilled because: 

·  the last location on the rota answered Nonsupply or the request has expired (the request 
will be in the status of Not Supplied, Check Manual), or 

·  the last location was suspended from the rota (status of Idle, Check Manual) 

Follow these steps from the ILL Request Details Screen: 

1. Check REQUEST is showing in the Actions available menu, and then click Submit  to 
process. The ILL Request Action: REQUEST screen displays for editing. 

2. Edit the form, if desired (e.g. Need by date or a new Note) then click on Rota to go to the 
Rota screen.  

3. In the Add to Rota box enter the library symbols for the additional locations (you can 
re-enter previously tried locations). Click on Add  to place the locations in the 
Preliminary Rota  box. 

4. Click Submit . The Action Successful screen displays with options of: 

a. Request option to search for more requests 

b. Results option to return to the results of your last search 
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6. Interloan lifecycle and statuses  

6.1. Interloan lifecycle: successful loan 
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6.2. Interloan lifecycle: successful copy 

Search target 
database

Incoming 
request

Ship request

Complete

Create request

Receive 
request

Complete
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action

ISO status
Responder 

action

Pending

Shipped

 

 

6.3. Statuses 

The status of a request changes according to the action that is applied. For example the 
‘Shipped’ action changes the request status from In Process to Shipped. 
 

Status…  Means… 

Cancel Pending The Requester has asked to cancel the transaction, but the 
Responder has not yet replied.  

Responder should:  reply Cancel Reply-Yes or Cancel Reply-No 
(followed by action, e.g. Shipped). 

Cancelled* The transaction has been cancelled by the Responder.  

Checked In* The item has been checked in by the Responder.  

Conditional The request can only be filled if the Requester agrees to meet 
specified conditions.  

Requester should:  reply Conditional Reply-Yes or Conditional 
Reply-No (request goes to next location on rota). 
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Status…  Means… 

Idle The request has been submitted but not picked up by the request 
driver (e.g. because the last/only location is suspended from the 
rota). 

In Process The request has been received by the Responder.  

Responder should:  action as appropriate, e.g. Shipped, Answer 
Nonsupply. 

Lost The item loaned to the Requester has been lost. 

Not Supplied The Responder has responded to a request with the action 
Answer Nonsupply, or the transaction has expired.  

Requester should: make the request Complete, if no longer 
required, or use REQUEST to authorise and then submit to a new 
rota. 

Overdue The Responder has notified the Requester that the item is 
overdue. 

Pending A request has been made and the item is expected from the 
Responder; or a message has been received stating that the item 
will be supplied or has been placed on hold; or the request gone 
on to the next location on the rota. 

Recall The Responder has asked for the item to be returned.  

Requester should:  action as Returned and return the item. 

Received The Requester has received the item. (Requester view only. Status 
remains Shipped for Responder.) 

Renew / Pending The Requester has asked the Responder to renew an item, but the 
Responder has not yet replied.  

Responder should:  reply Renew Answer-Yes, Renew Answer-
No, or Recall. 

Returned The Requester has returned the item to the Responder (Requester 
view only. Status remains Shipped for Responder.) 

Shipped The Responder has shipped the item to the Requester.   

 
*The system automatically sends requests in this status to Complete 

6.4. Authorisation statuses 

Depending on its authorisation status, a request might require attention by Requester or 
Responder: 
 

Authorisation 
status…  

Means… 

Check Error This status occurs when actions and messages supplied by user 
are incomplete, eg. no reason was chosen from drop-down menu 
for Answer nonsupply. Te Puna Systems Administrator needs to fix 
this.  
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Authorisation 
status…  

Means… 

Authorised The request has been submitted and will be processed by the 
request driver once the Auto-Mediator has processed the request. 
Until this happens, the request status will remain in the status of 
Idle. 

Complete The request is finalised because it has gone through its lifecycle 
(or Requester has selected Complete). 

For Manual 
Authorisation 

The request is waiting to be approved by a person. 

Check Manual The request has reached the end of the rota without being supplied 
or has been non supplied by reason ‘Not found as cited’ or the 
request has reached the end of the rota and the final library is 
suspended from the rota. 

Acknowledged Responder has clicked on ‘Acknowledged’ to indicate (in own view) 
that Responder has looked at the request. 

Processed The request has been picked up by the request driver and 
successfully processed. 

To be Acknowledged The request has been actioned by the other party 
(Requester/Responder) and may need attention. 

Un-Authorised The person responsible for approving the request has decided not 
to approve it. If the request is not to be proceeded with, Requester 
can make it ‘Complete’ 

AutoMediated  The request is processed by a person rather than by the auto-
mediator 

To be Authorised The request is waiting for the auto-mediator to pick it up and send 
it to the first location on the rota. 
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7. Work Queue 

Work Queue allows you to see a summary of your current ILL workload as Requester and 
Responder. It lists the total number of requests grouped by request status.  

·  Total  shows the total number of requests in that status. 

·  Waiting  is a subset of the total that currently has an authorisation status of To be 
Acknowledged and might require action on your part. 

7.1. How to access your Work Queue 

Work Queue can be accessed via Reports, however the easiest method is to use the link 
from the ILL Request Screen: 

1. Click on the Requests  button to display the ILL Request Screen. 

2. Either: Click on the Work Queue link at the top of the screen OR Click on either the 
Requester or Responder link under “Your Library’s Role”. 
 

 

 

Notes: 

·  Messages  appear in the Waiting column only, as there is no status of Message. 

·  Keep your Waiting column uncluttered by actioning requests promptly, OR if no action is 
needed/possible at this time click on Acknowledge  on the Results list to change the 
authorisation status to Acknowledged and hence remove from Waiting. 

7.2. Viewing and processing requests in the Work Qu eue 

By clicking on the number in the Total or Waiting columns, you can display a list of requests 
in this status, and then click on Action  or Details  as desired.  
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7.2.1. Work Queue Requester view: effect of actions  on total/waiting 

 The following table (not exhaustive) shows some statuses in the Requester Work Queue, 
and the effect that Requester or Responder actions have on Total/Waiting: 
 

For requests in 
this status…  

the action…  has the result that the request 
number…  

Cancel Pending Responder applies Cancel action Disappears from total 

Conditional Requester applies Conditional 
Reply-Yes or -No action 

Goes from Conditional total to 
Pending total  

Not supplied Requester applies REQUEST 
action 

Goes from Not supplied totalto 
Pending total 

 Requester clicks on Complete  Disappears from total 

Pending Responder applies Answer 
Conditional action 

Goes to Conditional total & 
waiting 

 Responder applies Answer Non 
Supply action 

Goes to Not Supplied total & 
waiting if no more libraries on 
rota; otherwise Pending total & 
waiting 

 Responder applies Answer Will 
Supply action 

Stays in Pending total and is 
added to Pending waiting 

 Responder applies Message 
action 

Stays in Pending total and added 
to Message waiting 

 Responder applies Shipped 
action 

Goes from Pending total to 
Shipped total & waiting 

 Requester applies Cancel action  Goes to Cancel Pending total 

Recall Requester applies Returned 
action 

Goes to Returned total  

Received Responder applies Recall action Goes to Recall total & waiting 

 Requester applies Renew action Goes to Renew / Pending total  

 Requester applies Returned 
action 

Goes to Returned total  

Renew / Pending Responder applies Recall action Goes to Recall total & waiting 

 Responder applies Renew 
Answer Yes or Renew Answer No 
action 

Goes to Received total & waiting 

Returned Responder applies Checked in  Disappears from total  

Shipped Requester applies Received 
action 

Goes to Received total 

 



Te Puna Interloan Manual       October 2011 
 
 

 

 

Te-Puna-Interloan-Manual.doc  Page 40 of 106 

7.2.2. Work Queue Responder view: effect of actions  on total/waiting 

 The following table (not exhaustive) shows some statuses in the Responder Work Queue, 
and the effect that Requester or Responder actions have on the Total/Waiting: 
 

For requests in 
this status…  

the action…  has the result that the request 
number…  

Cancel Pending Responder applies Cancel action Disappears from total 

Conditional Requester applies Conditional 
Reply-No  

Disappears from total 

 Requester applies Conditional 
Reply-Yes action 

Goes from Conditional total to 
Pending total & waiting 

In Process Responder applies Answer 
Conditional  

Goes to Conditional total 

 Responder applies Answer Non 
Supply  

Disappears from total 

 Responder applies Answer Will 
Supply  

Stays in Pending total 

 Requester applies Cancelled 
action 

Goes to Cancel Pending total & 
waiting 

 Requester applies Message 
action 

Stays in In Process total & waiting 

 Responder applies Message 
action 

Stays in In Process total  

 Responder applies Shipped 
action 

Goes from In Process total to 
Shipped total 

Recall Requester applies Message 
action 

Stays in Recall total and also 
goes to Recall waiting and 
Message waiting 

 Requester applies Returned 
action 

Goes to Shipped total 

Renew / Pending Responder applies Recall action Goes to Recall total  

 Responder applies Renew 
Answer No  

Goes back to Shipped total 

 Responder applies Renew 
Answer Yes  

Goes to back to Shipped total 

Shipped Responder applies Recall action Goes to Recall total 

 Requester applies Received 
action 

Stays in Shipped total and is 
added to Shipped waiting 

 Requester applies Renew action Goes to Renew / Pending total & 
waiting 

 Requester applies Returned 
action 

Stays in Shipped total & waiting 
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7.2.3.  Work Queue case study: request for renewal  

The following screenshots show how you can use your Work Queue to follow the progress of 
your request for renewal: 

(1) Requester Work Queue before request for renewal:  

·  Received status has Total=3.  

  
 

(2) Requester Work Queue after request for renewal:  

·  Received status has reduced to Total=2, and Renew / Pending now has Total=1. 

  
 

 (3) Requester Work Queue after action by Responder: 

·  Renew / Pending has returned to Total=0 

·  Received status has returned to Total=3, and there is a Waiting=1 to indicate an action 
by Responder. You can click on the 1 to view details of the request.  

·  If the Responder replied Renew Answer-Yes, you should click on Acknowledge at the 
Results list to remove Waiting=1. 

·  If the Responder replied Renew Answer-No, you should retrieve the book and action as 
Returned. 
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8. Searching & Viewing Requests 

8.1. ILL Request Search screen 

The ILL Request Search screen enables you as Requester and Responder to search for your 
requests by a variety of criteria, so you can view and update requests as required. 

Click Requests  on the left of your screen to display the ILL Request Search screen. 
 
ILL Request Search screen:  

 
 

8.1.1. ILL Request Search screen:  Description of f ields 

1. Your Library’s Role.  

Choose from:  

�  Responder : to retrieve requests sent to you as Responder 

�  Requester : to retrieve requests created by you as Requester 

�  Both (default): to retrieve all of your requests 

Note that the links Requester or Responder takes you to the Work Queue screen. 

2. Display sent messages only 

This box defaults to being unticked, so your searches also retrieve Not Supplied and Idle 
requests.  
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3. Display Terminated requests 

You may tick this if you wish to retrieve only those requests for which you have done the 
Terminate action [Not used in Te Puna Interloan]. 

4. Display Not Supplied requests 

Search results will include requests that have not been supplied. The box defaults to being 
ticked. 

5. Request Status (on the right of the screen).  

Select status fields from one or more of the dropdown menus.  

·  Status : Describes the ILL status of the request, e.g. In Process 

·  Authorisation Status : describes the status of the system message that results from an 
action, e.g. To be Acknowledged 

·  Last Action : Last action performed on the request, e.g. Answer Will Supply 

·  Service Level:  an indication of the urgency of the request and the turnaround time 
expected, e.g. Normal, Rush. 

·  Service Type 1:  Loan or Copy non-returnable. 

·  Log Message Type : Particular error messages, e.g. ‘End of Rota reached’. 

·  Format: Print Journal, Book, Part of Book, Ejournal etc. 

6. Other fields 

Allows you to do a variety of exact searches for requests: 

·  ILL number : your location’s ILL number.  

·  TGQ (Transaction Group Qualifier): the other location’s ILL number  

·  TQ: Not used in Te Puna Interloan 

·  STQ: Not used in Te Puna Interloan 

·  Client Name : the name of the library patron requesting the item 

·  Client ID : not used  

·  Client Status:  not used  

·  Client Barcode : Requester’s Te Puna Interloan userid 

·  Requester Symbol:  library symbol of the Requester location.  

·  Responder Symbol:  library symbol of the Responder location 

·  Date Due:  date due as entered by Responder at time of shipping 

·  Date Created:  date request was created 

·  Date Shipped : date item was shipped 

·  Need by Date:  need by date as it appears on the request form 

·  Expiry Date : date on which an interloan expires 

·  Author : Author appearing in Author field on request form 

·  Title : Title appearing in Title field on request form 

·  Series Title: Series Title on request form (e.g. Lecture notes in mathematics) 

·  ISBN: ISBN (faulty Nov.2008; logged with the vendor) 

·  ISSN: ISSN 
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·  Audit No:  Not used 

·  Supplier Reference : Not used 

Tips for searching Other fields: 

·  ILL No  or TGQ No: You can enter more than one number in a search box, 
e.g. 1286320,1286343.  

·  Title : this searches only the title, not the subtitle.  

·  Client Name  and Title :  

o You can search for a single word or a phrase from the beginning of the title or 
client name, e.g. .1000 reasons to love; charles  

o You can truncate words e.g. charl or charl? 

·  Date searches  can be in the format either 07 Dec 2008 or 7 Dec 2008.  

·  ISBN, ISSN and Requester/Responder Symbol searches: 

o Are case sensitive, must be entered exactly as they are on the ILL Request form 
(including extra characters such as colons and brackets) and cannot be truncated. 
The hyphen must be included for ISSNs, e.g. 0110-5949.   A fault with the ISBN 
search has been logged with the vendor. 

·  Requester/Responder Symbol : you can enter more than one symbol in the box, 
e.g. DU, DUM, DUS.  Also select �  Requester  OR �  Responder   

7. Sort by 

Sort the results using the displayed options. The default is ILL No. Descending – i.e. the 
most recent requests display first. 

8. Format 

·  Standard  (the default): gives you a results list 

·  Print : formats the results so request details can be printed in a convenient way. [Nov. 
2008: page breaks between requests are still not appearing]  

9. Records per page 

You can choose to display 5, 10, 15 or 20 records at a time. 

10. Submit or Reset 

·  Use Submit  to submit your search  

·  Use Reset  to reset the screen. 

8.2. ILL Request Search screen: examples of searche s 

To find all your current requests: 

·  Your Library’s Role: �  Both  and click on Submit. 

To find all requests that you have actioned as Answer Will Supply: 

·  Your Library’s Role: �  Responder  

·  Last Action: Answer Will Supply 

·  (to find the oldest ones, sort by: Last Action Date, Ascending) 

To find ILL numbers 1286320 and 1286343, which have been Completed: 

·  Authorisation Status: Complete 

·  ILL No.: 1286320,1286343 
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To find the most recent items that you have checked in: 

·  Your Library’s Role: �  Responder   

·  Authorisation Status: Complete 

·  Last Action: Checked in 

·  Sort by: Last Action Date, Descending 

To find requests supplied by a particular location (e.g. WP), which might be overdue: 

·  Your Library’s Role: �  Requester  

·  Responder symbol: WP 

·  Sort by: ILL No, Ascending 

 

Has your request ‘gone missing’?  This is probably because it has reached the end of its 
lifecycle and gone to Complete. Try the following search: 

·  ILL number and Authorisation status of Complete 

 

8.3. ILL Request Search: Simple Search 

This screen allows you to easily search for requests by ILL numbers, bibliographic details, 
Client Name or by Requester/Responder details.  

ILL numbers: you can enter either a single ILL number or a single TGQ number. (The benefit 
of this is that you don’t need to know whether it’s ILL or TGQ). 

If you wish to combine more than one search type (e.g. Responder Code and Requested 
Title) you will need to use the main ILL Request Search screen. 

ILL Request Search: Simple Search: 
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8.4. Results of ILL Request Search: Results list 

When you submit your search, a results list will display. 

ILL Request Search Results list: 

  

 

8.5. Explanation of Results list screen 

1. Sequenced number heading each item on the Result s list: 

·  ILL No  (first element in sequence) is your ILL number as Requester or Responder. 

·  Requester symbol (second element in sequence) is the Requester’s location symbol. 

·  Transaction Group Qualifier (TGQ)  (third element in sequence) is the ILL number of the 
other location involved. 

·  Transaction Qualifier (TQ) (fourth element in sequence): Ignore this number. 

·  Responder symbol  (final element in sequence) is the Responder’s location symbol. 

The ILL number is generated when the request is made. The Requester’s ILL number 
becomes the Responder’s TGQ (Transaction Group Qualifier). If there is more than one 
Responder, they share the same TGQ:  

Requester Responder 1 Responder 2 

ILL no. 1234567 ILL no. 1234569 ILL no. 1234578 

TGQ 1234578 

(if request is with responder 2) 

TGQ 1234567 TGQ 1234567 

 

2. Add  button: Responder clicks on this to supply items by DocStore. 

3. Drop-down box showing available actions. 

4. Action  button: allows you to perform an action on the request. 

5. Details  button: allows you to view details of the request. 
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6. Complete  button: assigns the authorisation status of Complete. It is not necessary to 
use the Complete button routinely: once a request reaches the end of its lifecycle the system 
will automatically complete the request for you and place it in a terminal status. 

7. Acknowledge  button: assigns the authorisation status of Acknowledged in your own 
view (but not in the other location’s view). You may use this to: 

·   indicate to staff of your own interloan team that you have looked at a new incoming 
request. Remember you still need to action the request as appropriate, e.g. Shipped 

·  tidy up the Waiting column of your Work Queue in situations where you do not want/need 
to take action on a request at this time but want to remove it from the Waiting column. 

8. Print  button: displays print format view. 

9. Bulk : allows you to bulk update requests. 

10. The Status line below the bibliographic details contains the following information: 

·  [ILL] Status and date 

·  Authorisation status 

·  Last action and date 

11. Results pages and Total Hits  (at top and bottom of screen):  

·  Use the page numbers to move from page to page, or use the arrows to move to the next 
or previous page. 

·  If you have several screens of results, the first Results screen may not always show you 
the total number of hits, because Te Puna Interloan fetches the requests in batches 
rather than all at once.  

·  To see all the requests, click on the right arrow one or more times (until it disappears). 

12. Bulk action  buttons (at top of screen): are used to bulk action requests (see 
section 10)  

8.6. Explanation of ILL Request Details Screen 

The screens below show the Requester view of a request that is in Shipped status. 

ILL Request Details (top of screen): 
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1. Documents  button takes you to an Attach Document screen, which is part of the 
DocStore feature. The Main button returns you to the Main screen. 

2. Print Details  button gives you the request in a format suitable for printing. 

3. Actions available:  drop-down menu gives actions you can take on this request. 

4. ILL no. and TGQ: The ILL number is generated when the request is submitted. The TGQ 
number is the other party’s ILL number. 

5. Status : The ILL protocol Status of the request, for example Pending, Shipped. 

6. Authorisation status: The status used by the VDX system to indicate the status of 
processing of your request, for example Processed, To be Acknowledged. 

7. Current Rota: Requester record shows all the locations on the rota, with the current 
location in bold. Responder view shows only the Requester’s location. 

8. Notes : Notes display in a list with the most recent at the top. The Requester sees all 
notes. The Responder only sees notes relevant to them. 

9. Title  and other bibliographic details appear. 

  

ILL Request Details (Service Types and Delivery Add ress): 

  

 

10. Service level: The system automatically supplies Normal, unless you have selected 
another option. 

11. Service Type and Media Type: The system automatically supplies the relevant 
Service and Media Type 1 (Loan and Printed in this case). The system also supplies Type 2 
– the supplier can select this alternative type, if applicable, at the time of shipping the 
request. 
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12. Expiry Days: The date the request expires at your location if you have not 
responded, and goes on to the next location on the rota. 

13. Delivery Address: The delivery address details default from the location information.  

14. Req Max Cost: The system enters the 14.00 default when the request is submitted. 
This is for information only and is not linked to IBS billing. 

  

ILL Request Details (bottom of screen): 

 

 

 

15. Client Name: Client Name will appear in Requester view if the Requester entered a 
client name when creating the request. 

16. Shipped Cost: This transfers to the request form from the Shipped Cost field on the 
Shipped Action Request form. IBS Billing will pick up this data for billing 

17. Due Date: This transfers to the request form from the Due Date field on the Shipped 
Action Request form 

18. Audit Details: The audit details show actions that have been taken on the request by 
Requester and Responders. The Requester sees every action; the Responder only sees 
actions that are relevant to them. Actions with –Indication after them were taken by the other 
party 

19. Answer Details: show reasons selected by Responder from dropdown menus when 
actioning as Answer Will Supply, Answer Non-supply etc. 

8.7. Quoting ILL numbers: best practice 

When you are communicating with other libraries about interloan requests, where possible 
quote both numbers with the lower/Requester number first, e.g. 365356/358. 

  



Te Puna Interloan Manual       October 2011 
 
 

 

 

Te-Puna-Interloan-Manual.doc  Page 50 of 106 

9. Responder: incoming requests & printing 

As a responder, checking regularly for incoming requests should be part of your routine. 
There are several ways to find out your incoming requests, and to print them off if you wish. 

9.1. Email alerts 

We can set up for you an email alert for incoming requests: 

·  you automatically receive an email when you receive an incoming request. You then 
need to go to the Work Queue or ILL Request Search screen to locate and action this 
request in the normal way. 

There are also three other alerts available: 

·  Alert for DocStore delivery 

·  Alert for an End User generated request. 

·  Alert when the last library on your rota responds Non Supply. 

If you require any of these alerts to be set up for you, please contact the National Library 
service desk on 0508 837 862 or email: tepuna@dia.govt.nz  

9.2. Work Queue & printing individual requests 

In your Work Queue, your new incoming requests are in the status of In Process under the 
Waiting column.  

   
 

 

  
If you get very few incoming requests you may choose to print these off one at a time: 

1. Click on the Print  button on the Results list. 

2. Optional, adjust your Print Preferences to print the request on one page rather than two: 
change ‘Pages per sheet’ to 2. 

However, if you get a number of requests each day you will probably prefer to print them off 
from the ILL Request Search screen as described overleaf or to use one of the reports 
outlined overleaf. 

9.3. ILL Request Search screen & printing all new i ncoming requests 

9.3.1. Printing all your new incoming requests: 

1. At the ILL Request Search screen choose �  Responder  AND Status In Process  AND 

Authorisation Status To be acknowledged AND . 
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2. Click on Submit . The requests will appear as one continuous display ready to be printed.  

3. Optional, print double-sided or adjust your Print Preferences to print the request on one 
page rather than two: i.e. change ‘Pages per sheet’ to 2. 

9.4. Report of new incoming requests  

There are two reports of new incoming requests available:  

·  Interloan Batch report – this is automatically emailed to you each morning and includes 
all new incoming requests from the previous day that have not been actioned.  

·  Standard Pick List – this is a report that you run yourself at any time.  

Both of these reports are described more fully in section ‘15. Reports’. 
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10. Actioning Requests 

You can action a request in three ways: 

·  By selecting the desired action at the ILL Request Details  screen 

·  By clicking on Action  on the ILL results list  

·  By using Bulk  action 

Actions available depend on the current status of the request and whether the request is for 
a loan or copy non-returnable. 

10.1. Action from the ILL Request Details screen  

1. View the Notes, Audit details and Answer Details at the bottom of the screen before 
taking any action. 

2. Choose the desired action from the dropdown list at the top of the screen, and click on 
Submit . An ILL Request Action screen appears. 
 

ILL Request Action screen (Screens vary according to action being attempted) 

   
 
3. Edit as necessary and click on Submit  to process. 

10.2. Action from the ILL Results list  

Use this only if you have viewed the ILL Request details screen recently, as new information 
may have been input by the other location. 

The results list shows available actions in a drop down box: 
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1. Select the appropriate action, and then click on the Action  button. 

2. An ILL Request Action screen appears (as shown on previous page). 

3. Edit as necessary and click on Submit  to process. An Action Successful screen appears. 

  

10.3. Return to the Results list after action 

After you action an item/items you can return to the results list by clicking the Results  link at 
the top of the screen or on the Action Successful screen.  

You will find that the requests you have already actioned from this list no longer have the list 
of available actions or the Action  button. 

10.4. Bulk action 

If you have a number of items to process, you can use Bulk Action to deal with them together 
provided they all need the same action, e.g. Returned, Checked In.  

1. Select the items on the results list OR click on Select all to select all the requests on 
that screen. Click Submit  in the Bulk Action area at the top of the screen.  
 
Results list (items selected for bulk action): 

  

 

2. The Bulk Action /Authorisation screen will display with the numbers in a box. 
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3. Choose the relevant action (e.g. Cancel, Returned, Checked in).  

Notes:  

·  You can do Bulk action Shipped, but only for non-chargeable requests  

·  Bulk action might not be suitable for Received, as you might need to read request details 
for client name, notes etc. 

·  You can do Bulk action Complete (e.g. for Not Supplied requests) – simply click on the 
Complete button 

4. Enter any relevant information (e.g. date due) on the next screen, and click on 
Submit . The Bulk Action / Authorisation Report will display. 

 
  
5. Check that all your requests have been actioned. The screen does not report those 
that have not been actioned. 

10.4.1. Bulk action by manually typing in numbers 

1. Click on Bulk Action  at the top of the screen. 

2. The Bulk Action /Authorisation screen will display. Type into the box the numbers to 
be actioned (you can enter up to 30). 

  

 

3. Select the action and process as in steps 3 to 5 above. 
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11. Responder actions  

The actions available to the Responder for incoming requests depend on the current status 
of the request and whether the request is a loan or a copy non-returnable. 

11.1. Shipped  

The Shipped action indicates that the item will be supplied and sent immediately. 

1. Select the action Shipped  from the dropdown menu, then click Submit  to process.  

2. The ILL Request Action screen and a ‘Calculating Shipped Cost’ pop-up message’ 
will display.  

  

 

3. Wait a few seconds to allow the system to enter the Ship Cost. Once the pop-up 
message has disappeared, edit the screen as appropriate. 

4. Due Date: If the item is a loan, choose the Due Date from the date picker.  

  

5. Ship Cost: The default cost in this field is based on your location’s standard charges 
(e.g. 0.00 or 14.00), or your urgent and international charges as applicable. The ship cost 
goes to IBS billing. 

6. Base Cost:  
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You may use the Base Cost field, if you wish to charge a different amount to what is showing 
in the Ship Cost field.  

·  Enter the amount into the Base Cost field, e.g. 20 (or 20.00) or 0 (or 0.00) 

·  Click on the recalc final cost button. The screen will refresh, and the new base cost will 
be entered into the Ship Cost field.  
 

ILL Request Action Shipped (bottom half of screen):  

   
 

7. Charge Units: Charge units are not used in Te Puna, but can cause an issue when 
pagination details are incomplete on a copy request. (See section ‘17 Trouble Shooting’, for 
help with ‘Charge units’ pop-up message). 

8. Service Type:  defaults to Copy non returnable or Loan as applicable.  
Ship Medium: Defaults to Photocopy or Printed as applicable. The Responder can change 
Service Type and Ship Medium if necessary. Following the change, the actions that 
correspond to the service type will appear to both Requester and Responder. 

9. Delivery Method and Ship conditions: select from menu only where applicable. 

10. New Note Type and New Note: Use Request Msg (the default) or Send No as 
applicable. Enter notes in the New Note box. 

11. Click on Submit . The Action successful screen displays. 

11.1.1. Shipping best practice: 

Please action as Shipped before you send the item. Failure to do so might result in your 
being unable to bill electronically, when the Requesting library actions as Received on 
receipt of the item.  
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11.2. Answer Will Supply  

Answer Will Supply may be used if you intend to supply within a few days (or agreed 
timeframe) and without complications: 

1. Select the action Answer Will Supply  from the dropdown menu, and then click on 
Action. The ILL Request Action screen displays. 

2. Select reason from the dropdown menu (see the table at the end of this section) 

3. Select from the date picker an Answer Date  by which you will ship the item.  

4. Click on Submit . The Action successful screen displays. 

The Answer Will Supply action does not change the ILL status of the request. It remains In 
Process in the Responder files, and the Authorisation status changes to Processed. An 
Answer-Will Supply Indication is sent to the Requester but it does not cause a status change. 
The Requester record stays in Pending status 

11.3. Answer Hold   

Answer Hold may be used if you cannot supply the item immediately, and the Requester has 
selected Yes for Place on Hold.  

1. Select the action Answer Hold  from the dropdown menu, and then click on Action . 
The ILL Request Action screen displays. 

2. Select from the date picker an Estimated Date Available.  

3.  Click on Submit . The Action successful screen displays. 

The Answer Hold action does not change the ILL status. The request stays in In Process  in 
Responder’s files. An Answer Hold-Indication is sent to the Requester, but Requester status 
stays as Pending . 

11.4. Answer Nonsupply 

Use Answer Nonsupply  if you do not have the item (e.g. lost) or the item is not available for 
loan (e.g. in use on loan, at bindery).  

When you use Answer Nonsupply the system automatically sends the request to the next 
location on the rota. Answer Nonsupply requests are removed from the active results list, and 
this ends the Responder’s dealing with the request. 

1. Select the action Answer Nonsupply from the dropdown menu, and then click on 
Action . The ILL Request Action screen displays. 

2. Select the reason for non-supply (see the table at the end of this section).  

3. Click on Submit . The Action successful screen displays. 

The Answer Nonsupply action changes the ILL status of the item to Not Supplied and the 
Authorisation status to Complete in the Responder’s files. 

11.5. Answer Retry 

Use Answer Retry if you cannot supply an item now but can supply at a later specified date 
and are happy for the system to send the request back to you if no one else has supplied.  

1. Select the action Answer Retry  from the drop down menu, then click on Action . The 
ILL Request Action screen displays. 

2. Select the Reason  the item is not available (see the table at the end of this section). 

3. Select from the date picker the Retry Date  by which the system should return the 
request if it is unfilled.  

4. Click on Submit . The Action successful screen displays. 
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The request will go into Not Supplied status then move on to the next library on the rota. It 
will automatically come back to you on the retry date (if not supplied by another library) once 
all requests on the rota have processed and provided the request is still within the Need 
before Date. 

11.6. Answer Conditional 

Use Answer Conditional if there are certain conditions attached to the loan. 

1. Select the action Answer Conditional from the dropdown menu, and then click 
Action . The ILL Request Action screen displays. 

2. Select reason  from the dropdown menu (see the table at the end of this section). 

3. Select from the date picker the Answer Date  by which you require a response. 

4. Click on Submit . The Action successful screen displays. 

The Answer Conditional action changes the ILL status of the request to Conditional  for both 
Responder and Requester. If the Requester replies: 

·  Conditional Reply No , the request goes to Not Supplied in the Responder view, and 
the request is automatically sent on to the next location on the rota.  

·  Conditional Reply Yes , the request goes to In Process - To be Acknowledged. The 
Responder can then supply the item according to agreed conditions.  

Note: 

·  Answer Conditional causes Expiry to pause, provided a future date is selected from the 
date picker. But once Conditional Reply-Yes is applied, the system resumes counting the 
5 days. This means the Responder needs to action the request promptly otherwise the 
request will expire. 

11.7. Answer Estimate 

This action allows you to indicate to the Requester the cost of the service requested (you 
should enter the estimated cost in the Cost Estimate field). The Answer Estimate action 
results in termination of the transaction with that particular Responder i.e. it moves the status 
of a request to Not Supplied - Complete and moves it on in the rota. 

11.8. Answer Locations-Provided 

This action allows you to indicate to the Requester locations that hold the item requested 
(you should choose a reason from the drop-down list, and enter the locations in the Notes 
field). The Answer Location action results in termination of the transaction with that particular 
Responder i.e. it moves the status of a request to Not Supplied – Complete  and moves it 
on in the rota. 

11.9. Message 

In general, you can send messages to the Requester at any time. Messages display in the 
New Note field. 

1. Select Message  from the dropdown menu, and then click on Action . The ILL 
Request Action screen displays. 

2. Enter message into the New Note box. 

3. Click on Submit . The action successful screen displays. 

The Message  action does not change the ILL status of a request. However messages are 
indicated in the work queue. 



Te Puna Interloan Manual       October 2011 
 
 

 

 

Te-Puna-Interloan-Manual.doc  Page 59 of 106 

11.10. Cancel Reply 

When a Requester performs a Cancel action on a request, the request status changes to 
Cancel Pending. The Responder responds with: 

·  Cancel-Reply Yes: you agree to cancel the request, or 

·  Cancel-Reply No: you do not agree to cancel the request, usually because you have 
already shipped the item.  

1. Select Cancel Reply-Yes or Cancel Reply-No from the dropdown menu, and then 
click on Action  to process. The ILL Request Action screen displays. 

2. Click on Submit . The Action successful screen displays. 

The Cancel reply - yes  action changes the ILL status of a request back from 
Cancel / Pending  to Cancelled  for both Requester and Responder.  

The Cancel reply - no  action changes the ILL status of a request back from 
Cancel / Pending to In Process  for Responder and Pending  for Requester. Requester 
should then action as normal, e.g. Shipped. 

11.11. Renew Answer 

When the Requester asks for a renewal, the request’s status changes to Renew / Pending. 
The Responder has the option of granting or denying the renewal request. (Best national 
practice  is to use Recall  rather than Renew Answer No if denying the renewal request, as 
Recall changes the interloan status to Recall). 

To grant or deny a renewal, follow these steps: 

1. Select the action Renew Answer-Yes  or Recall  from the dropdown menu, then click 
on Action . The ILL Request Action screen displays. 

2. Choose the new Date Due from the date picker if actioning Renew Answer-Yes.  

3. Click on Submit . The Action successful screen displays. 

The Renew Answer Yes or Renew Answer No actions change the status of a request from 
Renewal Pending  back to Shipped  in the Responder view. A Renew Answer-Indication is 
sent to the Requester and Requester status changes back to Received .  

11.12. Recall 

To recall an item from a Requester, follow these steps: 

1. Select the Recall  action from the dropdown menu, and then click on Action . The ILL 
Request Action screen displays. 

2. Click on Submit . The Action successful screen displays. 

The status of the request is updated to Recall  for both Requester and Responder. 

11.13. Overdue 

To indicate to a Requester that an item is overdue, follow these steps: 

1. Select the Overdue  action from the dropdown menu, and then click on Action . The 
ILL Request Action screen displays. 

2. If the Due Date for when the item was due is not already showing, select the date 
from the date picker. 

3. Click on Submit . The Action successful screen displays. 

The status of the request is updated to Overdue  for both Requester and Responder 



Te Puna Interloan Manual       October 2011 
 
 

 

 

Te-Puna-Interloan-Manual.doc  Page 60 of 106 

11.14. Checked In 

To check in a returned loan, follow these steps: 

1. Select Checked-In from the dropdown menu, and then click on Action . The ILL 
Request Action screen displays. 

2. Click on Submit . The Action successful screen displays. 

The status of the request is updated to Checked-In for the Responder. A Checked-In 
indication is sent to the Requester, but the requester status stays as Returned . The 
Authorisation status of the request is updated to Complete  for both Requester and 
Responder. 

11.15. Lost 

You can use the Lost action to indicate that an item is lost, if the request has a status of 
Shipped or later.  

1. Select Lost  from the dropdown menu, and then click on Action . The ILL Request 
Action screen displays. 

2. Click on Submit . The Action successful screen displays. 

The status of the request is updated to Lost  for both Requester and Responder. Lost is a 
terminal status and cannot be changed. 

11.16. Reasons from dropdown menus 

When actioning a request (e.g. Answer Nonsupply), choose the relevant reason from the 
dropdown menu. This will transfer to the bottom of the request form. 

The following tables are work in progress. Some reasons are less helpful in Te Puna 
Interloan’s environment, but display in the application because of the role they play in ISO-
ILL interoperability such as with the University of Auckland or international interloan. Note 
that some reasons appear in more than one menu (e.g. Answer Nonsupply and Answer 
Retry). 

11.16.1. Answer Nonsupply 

Menu 
wording 

Te Puna 
Interloan  

New 
Zealand 
Interloan 
(ISO-ILL) 

Internat. 
Interloan 
(ISO-ILL) 

Circumstance 
for use 

Comments  

At Bindery �  �  �  When item is 
away for binding 
or repair and will 
be away for a 
substantial 
period 

Add note re date of 
availability as 
appropriate 

Charges �  �  �   Prefer to use Answer 
Conditional  

Costs exceeds 
limit 

�  �  �   Prefer to use Answer 
Conditional  
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Menu 
wording 

Te Puna 
Interloan  

New 
Zealand 
Interloan 
(ISO-ILL) 

Internat. 
Interloan 
(ISO-ILL) 

Circumstance 
for use 

Comments  

Critical 
extension not 
supported 

�  �  �   It may be received by 
or from an external 
ISO ILL system e.g. 
University of 
Auckland, and Te 
Puna Interloan needs 
to know how to 
translate it and display 
it to NZ users. 

Expiry not 
supported 

�  �  �   A standard message 
mandated by ISO 
protocol. 

In process �  �  �  Item being 
added to the 
collection and 
will be available 
only after a 
substantial 
period 

Add note re date of 
availability as 
appropriate 

In use on loan �  �  �  Item is on loan 
and will not be 
available for 
some substantial 
period 

Add note re availability 
as appropriate 

Lacking �  �  �  Incomplete 
holdings 

 

Lacks 
copyright 
compliance 

�  �  �  Has been used 
to indicate when 
a requester has 
exceeded the 
limits for copying 
articles from a 
serial under the 
terms of the NZ 
copyright 
legislation 

Add note re problem 
aspect as appropriate 

Locations not 
found 

�  �  �  Ideal for use by 
Document 
Location Service 
(WNRI)  

 

Lost �  �  �  Lost or missing  

Mandatory 
messaging not 
supported 

�  �  �   A standard message 
mandated by ISO 
protocol. 

Non circulating �  �  �  Used for 
‘Reference only’ 
or items such as 
videos that are 
not circulated 
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Menu 
wording 

Te Puna 
Interloan  

New 
Zealand 
Interloan 
(ISO-ILL) 

Internat. 
Interloan 
(ISO-ILL) 

Circumstance 
for use 

Comments  

Not found as 
cited 

�  �  �  Used only for 
copy requests 
when the citation 
details are 
incorrect or 
incomplete 

This sends the request 
to Not Supplied. 

Not owned �  �  �  Not held in the 
collections 

 

Not_on_shelf �  �  �  Cannot locate 
item in 
designated 
location 

 

On hold �  �  �   Prefer to use ‘In use 
on loan’ plus available 
date. 

On order �  �  �    

On reserve �  �  �  Use for Closed 
Reserve.  

Add note if 
appropriate. 

Other �  �  �   Add a helpful 
message 

Policy problem �  �  �  Either too new to 
interloan, or 
formats not 
loaned. 

 

Poor condition �  �  �    

Preferred 
delivery time 
not possible 

�  �  �   Prefer to use Answer 
Conditional 

Prepayment 
required 

�  �  �    

Requested 
document 
delivery 
service not 
supported 

�  �  �    

Responder 
specific 

�  �  �   A standard message 
mandated by ISO 
protocol. 

Trusted 
locations 
found 

�  �  �  Ideal for use by 
Document 
Location Service 
(WNRI)  

 

Volume issue 
not yet 
available 

�  �  �  Use for Not yet 
received 
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11.16.2. Answer Retry (You must include a future Re try Date) 

Menu 
wording 

Te Puna 
Interloan  

New 
Zealand 
Interloan 
(ISO-ILL) 

Internat. 
Interloan 
(ISO-ILL) 

Circumstance 
for use 

Comments 

At bindery �  �  �  When item is 
away for binding 
or repair unlikely 
to be available 
for loan in near 
future. 

Add a future retry date 

Charges �  �  �   Prefer to use Answer 
Conditional 

Costs exceeds 
limit 

�  �  �   Prefer to use Answer 
Conditional 

In process �  �  �  If for a new item 
unlikely to be 
available for loan 
in near future.  

Add a future retry date 

In use on loan �  �  �    

Lacks 
copyright 
compliance 

�  �  �   Add note re problem 
aspect as appropriate 

Not found as 
cited 

�  �  �   Prefer to use Answer 
Nonsupply 

On hold �  �  �   Prefer to use ‘In use 
on loan’. 

On order �  �  �   Not useful here as 
probably no idea of 
arrival date 

Other �  �  �   Add a helpful 
message 

Prepayment 
required 

�  �  �    

Responder 
specific 

�  �  �   A standard message 
mandated by ISO 
protocol. 

Volume issue 
not yet 
available 

�  �  �  Use for Not yet 
received 

Add a future retry date 

 

11.16.3. Answer Conditional (you must include a fut ure date)  

Menu 
wording 

Te Puna 
Interloan  

New 
Zealand 
Interloan 
(ISO-ILL) 

Internat. 
Interloan 
(ISO-ILL) 

Circumstance 
for use 

Comments 

Charges �  �  �   Use ‘Costs exceeds 
limit’ plus a message 
as appropriate 
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Menu 
wording 

Te Puna 
Interloan  

New 
Zealand 
Interloan 
(ISO-ILL) 

Internat. 
Interloan 
(ISO-ILL) 

Circumstance 
for use 

Comments 

Client 
signature 
required 

�  �  �    

Costs exceeds 
limit 

�  �  �    

Lacks 
copyright 
compliance 

�  �  �   Add note re problem 
aspect as appropriate 

Library use 
only 

�  �  �  Use restricted to 
within library 

Add a helpful 
message re conditions 
of use as appropriate 

No 
reproduction 

�  �  �    

Other �  �  �   Add a helpful 
message 

Prepayment 
required 

�  �  �    

Proposed 
delivery 
service 

�  �  �   Add a helpful 
message re service 
alteration 

Responder 
specific 

�  �  �    

Special 
collections 
supervision 
required 

�  �  �    

 

11.16.4. Answer Will Supply (You must include a fut ure date)  

Menu 
wording 

Te Puna 
Interloan  

New 
Zealand 
Interloan 
(ISO-ILL) 

Internat. 
Interloan 
(ISO-ILL) 

Circumstance 
for use 

Comments 

At bindery �  �  �  When item is 
away for binding 
or repair and will 
be available 
shortly 

Add an answer date 

Being 
processed for 
supply 

�  �  �  Item being 
readied to supply 

Add an answer date 

Electronic 
delivery 

�  �  �  Not really a 
reason but does 
indicate supply 
will be electronic 
e.g. Ariel, PDF, 
etc 

Add an answer date 
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Menu 
wording 

Te Puna 
Interloan  

New 
Zealand 
Interloan 
(ISO-ILL) 

Internat. 
Interloan 
(ISO-ILL) 

Circumstance 
for use 

Comments 

In process �  �  �  If for a new item 
likely to be 
available shortly.  

Add an answer date, 
and note if appropriate 

In use on loan �  �  �  On loan and will 
be available 
shortly 

Add an answer date 

On hold �  �  �   Prefer to use ‘In use 
on loan’. 

On order �  �  �   Not useful here as 
probably no idea of 
arrival date 

Other �  �  �   Add an answer date, 
and note if appropriate 

Responder 
specific 

�  �  �   A standard message 
mandated by ISO 
protocol. 
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12. Requester actions  

The actions available to the Requester depend on the current status of the request and 
whether the request is a loan or a copy non-returnable. 

12.1. Cancel 

If a request is in Pending  status, you can place a request to cancel. The Responder location 
may decide to accept or reject the request to cancel. (For example, they may already have 
sent the item to you). 

1. Select Cancel  from the dropdown menu, then click on Action . The ILL Request 
Action screen displays. 

2. Click on Submit . The Action successful screen displays. 

The ILL status of the request item becomes Cancel / Pending for both Requester and 
Responder. If the Responder responds with Cancel Reply - No , the status changes back to 
Pending , and the Responder can proceed with updating the request.  

If the Responder responds Cancel Reply -Yes , the status changes to Cancelled  on both 
sides. Cancelled is a terminal state, i.e. it ends the request life cycle. 

12.2. Conditional Reply 

If a Responder sends an Answer Conditional  indication, the status of the request will 
change to Conditional . You will need to action the request using: 

·  Conditional Reply-Yes : meaning you agree to the conditions and wish to proceed with 
the request, or 

·  Conditional Reply-No : meaning you do not agree to the Responder’s conditions. 

1. Select Conditional Reply-Yes  or Conditional Reply-No from the dropdown menu, 
and then click on Action . The ILL Request Action screen displays. 

2. Click on Submit . The Action successful screen displays. 

The Conditional Reply-Yes action changes the Requester status from Conditional back to 
Pending  and it changes the Responder status back to In Process . 

The Conditional Reply-No action changes the Requester and Responder status to 
Not Supplied  and the request is immediately sent to the next location on the rota. The 
Conditional Reply-No action ends the Responder’s dealings with the request. 

12.3. Lost 

You can use the Lost action to indicate that an item is lost, if the request has a status of 
Shipped or later.  

1. Select Lost  from the dropdown menu, and then click on Action . The ILL Request 
Action screen displays. 

2. Click on Submit . The Action successful screen displays. 

The status of the request is updated to Lost  for both Requester and Responder. Lost is a 
terminal status and cannot be changed. 

12.4. Message 

In general you can send messages to the Responder at any time, whatever the status of the 
request. Messages display in the New Note field 
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1. Select Message  from the dropdown menu, and then click on Action . The ILL 
Request Action screen displays. 

2. Enter message into the New Note  box. 

3. Click on Submit . The Action successful screen displays. 

The Message  action does not change the ILL status of a request. However, a Message-
Indication is sent to the Responder, and the Responder’s Authorisation status changes to 
To be Acknowledged . Also, messages are indicated in the Responder’s work queue. 

12.5. Overdue 

12.5.1. Locating requests in Overdue status 

The system does not automatically send requests to Overdue status when the due date is 
past. However, the Responder can choose to action items as Overdue, and these will appear 
under Overdue in the work queue for both Requester and Responder. 

12.5.2. Locating requests that are past their due d ate 

You can also use a date search to retrieve items that are past their due date, provided the 
Responder entered the due date when shipping the request.  

From the ILL Request Search screen: 

1. Select Your role �  Responder  AND select Due Date under ‘Other fields’. 

2. Enter the due date(s). You can search for up to three dates at a time, one in each 
box. The date needs to be in the format, e.g. 12 Dec 2008.  

Alternatively, if you wish to locate older requests supplied by a particular Responder: 

·  Select Responder Symbol under ‘Other fields; enter the Responder Symbol; and sort the 
results by ILL No. ascending, so the oldest requests are at the top. 

12.6. Received 

When a Responder performs a Shipped Action, the Requester receives a Shipped-Indication 
message, and the status becomes Shipped. The Requester performs a Received  action 
once they receive the physical item. 

Check on the ILL Request details screen for any information the Responder has supplied, for 
example, Date Due, Ship Conditions and Cost, 

1. Select Received  from the dropdown menu, and then click on Action . The ILL 
Request Action screen displays. 

2. If required, update the Service type (e.g. if the request was submitted as a copy 
request but supplied as a loan, change the Service type to Loan. This ensures that the 
Returned and Checked In actions will be available for this request) 

3. Click on Submit . The Action successful screen displays. 

The ILL status of the requested item is updated to Received  and the authorisation status is 
updated to Processed . A Received-Indication is sent to the Responder, but the Responder 
status remains at Shipped.  

12.7. Renew 

 To request a renewal of an item that you have actioned as Received: 

1. Select Renew from the dropdown menu, and then click on Action . The ILL Request 
Action screen displays. 

2. Choose the Desired Due Date from the date picker. 
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3. Click on Submit . The Action successful screen displays. 

The status of the item is updated to Renew / Pending for both Requester and Responder. 

The Responder Library can reply to a renewal request with Renew Answer – Yes , 
Renew Answer – No or Recall.  In the first two cases the ILL status of the item changes 
back to Received  in the Requester’s view and Shipped  in the Responder’s view.  If Recall is 
used, the status updates to Recall . 

12.8. Returned 

To action a loaned item as Returned, follow these steps: 

1. Select Return  from the dropdown menu, and then click on Action . The ILL Request 
Action screen displays. 

2. Click on Submit . The Action successful screen displays. 

The ILL status of the requested item is updated to Returned . A Returned-Indication is sent to 
the Responder, but it does not change the Responder status (it remains as Shipped, 
Overdue, Recall etc). 

12.9. REQUEST 

When you send a request to a potential supplier, the system performs a REQUEST action. 
Also, you can use the REQUEST action to re-request requests that have reached the end of 
the rota unfilled (see section ‘5. Creating requests’). 

. 
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13. DocStore 

DocStore is a feature that allows responding libraries to supply electronic copies of requests 
by attaching them to the request and sending them as part of the Shipped action. The 
documents are stored within VDX from where they are retrieved by the requesting library. 

13.1. Requester: request creation 

To facilitate the successful attachment and transmission of an electronic document in 
response to your request, the request must be of the Service type ‘Copy Non Returnable’, 
the request must include a Copyright Subtype, and the Requested Delivery Method must be 
set to ‘DocStore. These defaults are set automatically as part of the request creation 
process. 

 

The Delivery Address details will also include an email address for DocStore: 
docstore@dia.govt.nz . This email address has been set up for you in your Locations profile. 
To enable delivery via DocStore, you are prevented from modifying the details in this field. 

13.2. Responder: Responding via DocStore 

As a Responder, if you wish to supply the requested document via DocStore, there are 
certain steps you need to take. The steps are outlined here, and then detailed below: 

·  Check that the incoming request fulfils DocStore delivery requirements: 

·  Have the document available as an electronic file on a local or networked drive. Only files 
with the extensions jpeg, jpg, pdf, pps, ppt, tiff, xls or xlw are accepted. 

·  Attach the document to the request. 

·  Action the request with ‘Shipped’ and check that delivery has been successful. 

Ensure the incoming request fulfils DocStore requirements 

1. Click on the Details  view of the request, and check that: 

·  Service Type 1 is: Copy non returnable 

·  Requested Delivery Method is: DocStore  

·  DocStore delivery address field is populated with a valid DocStore email address. This is 
docstore@dia.govt.nz for New Zealand locations and a valid address such as  

·  docstore@docdel.librariesaustralia.nla.gov.au for Australian locations. 

If the request does not have Service Type 1 ‘Copy non returnable’ or Requested Delivery 
Method ‘DocStore’ or a value in the Email field then you will not be able to fulfil the request 
via DocStore. 

Have the document available as an electronic file  

2. Ensure that you have the document available in jpeg, PDF, pps, ppt, tiff, xls or xlw 
format on your accessible drives. Only these formats are accepted. 

Attach the electronic document 

3. At your Responder Results list, click on the  button. This will take you 
directly to the Documents section of the request. 
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4. Or, in the Details view of the request, click on the  tab. This will also 
take you to the Documents area of the request. 

  
 
5. Click on the Browse  button and navigate your way to the saved electronic file. 

6. Click on the Attach  button. You will be taken to the ILL Attachment Details screen: 

  
 
7. The Doc Disposal Conditions are set to a null value. You may change to one of the 
other values (e.g. Print Only) if copyright restrictions on your serial subscription require this. 
Make no changes to any other fields.  

8. Click the Save button. This will take you back to the ILL Request view, where you 
should be able to see the document listed under ‘Attached Documents’ with the 
Transmission Status of ‘To Be Transmitted’. You can repeat the above steps to attach more 
than one Document. 

 

  
Ship and ensure successful transmission 
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9. From the ILL Request details Main or Documents view, select the Shipped action 
from the ‘Actions available’ and click on Submit .  

10. You will be taken to Action: Shipped  screen. Shipping costs will calculate as normal 
and the Delivery Method will populate as Electronic Mail (do not change this). Check that 
other shipping details are correct and submit the Shipped  action as normal. 

11. Should you go back to the Results list, you should be able to see the Transmission 
Status of the Document as ‘Transmission OK’. 

 

13.3.  Requester: Receiving the document 

If your request has been supplied via DocStore it will be recorded in your Work Queue as: 

  

Click on this value to go to your results list where you will see a ‘file delivered’, and the 
Status: ‘Received by email or FTP: 

  

 
There are two ways of viewing the document. Here is the first: 

1. Click on the Details  button, and then the click on the  tab. This will 
take you to the Documents area of the Request. 

 

 
2. Click on the ‘file – Delivered’ link under Attached Documents. 

3. This will make another browser window popup, displaying the Document.  

Tip: 

·  Ensure that you have popups enabled in your browser settings 

4. From this screen, we recommend that you take whatever further action is needed to 
deliver the document to the end patron. We recommend that you print the document 
immediately.  

5. If you now select the  button next to ‘File – Delivered’, you will be taken to 
the ‘ILL Attachments Details view’, where you will see the View Count increased by 1: 
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6. Select the Save or Back button to return to the ILL Request view. 

7. Action the request as Received to complete the ILL cycle. 
 

Here is the second method for viewing the document: 

1. At the Results list, click on the  button  

2. At the ILL attachments Details view (illustrated above) click on the Save button 

3. This takes you to the Documents tab (illustrated at the top of this page), where you 
can click on the ‘file – Delivered’ link under Attached Documents. 

4. Then follow steps 3 to 7 above. 

  



Te Puna Interloan Manual       October 2011 
 
 

 

 

Te-Puna-Interloan-Manual.doc  Page 73 of 106 

14. Completion of requests & archiving 

14.1. Automatic completion of requests 

Once requests reach the end of their lifecycle they automatically go to the authorisation 
status of Complete.  

The requests going to Complete are: 

·  Responder - Answer Nonsupply - Loan and Copy 

·  Responder - Checked in - Loan 

·  Requester - Checked in Indication - Loan 

·  Responder - Cancel Reply Yes - Loan and Copy 

·  Requester - Cancel Reply Yes Indication - Loan and Copy 

·  Requester - Conditional Reply No - Loan and Copy 

·  Responder – Expired - Loan and Copy 

·  Responder – Expired - Loan and Copy 

·  Responder - Conditional Reply No Indication - Loan and Copy 

·  Responder - Received Indication - Copy 

·  Requester – Received - Copy 

·  Responder – Estimate - Loan and Copy  

·  Responder - Answer Retry - Loan and Copy 

These requests remain in your files until they are automatically archived, but they do NOT 
appear in your hit lists unless you include the authorisation status Complete in your search 
strategy. 

14.2. Manual completion of requests 

It is preferable that you do not use the Complete button to manually complete requests, but 
follow interloan best practice by taking the requests through to their final status, e.g. 
receiving a copy non-returnable, and checking in a loan. 

You may use the Complete button to manually complete a request if it has reached the end 
of its lifecycle and the system has not automatically completed it, e.g. a request in 
Not Supplied - Check Manual. 

14.3. Archiving 

Requests are archived on the first weekend of each month. Archived requests are those that 
have not been actioned in the previous 13 months. 

Once they are archived, requests cannot be retrieved. 

It is important to run reports in time so that you do not lose valuable statistical information. 
You can also request reports from the archived data. See section ‘15. Reports’. 
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15. Reports 

There are two kinds of reports available: web-based reports that you can run yourself from 
Te Puna Interloan; and interloan management reports that the National Library can supply to 
you on a regular or ad hoc basis. All are described in this section. 

15.1. Web-based reports from Te Puna Interloan 

15.1.1. How to run web-based reports from Te Puna I nterloan 

1. Click the Reports  button. The ILL Reports screen displays: 

  

 

2. Select the report you wish to run. 

3. Enter the Start date and End date  in the format shown (though if you want reports 
for a single day, there is no need to enter the End date).  

4. Click on Generate Report . A report screen will appear with your results. 

15.1.2. Overview of web-based reports 
The web-based reports available through Te Puna Interloan meet many of the information 
and statistical needs of users. The benefit of these reports is you may run them at any time 
of your choosing and for any period.  This chapter provides an alphabetical listing and 
description of all reports, but first here is an overview of the most useful ones: 
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1. New incoming requests  
Often libraries want a printed report from which they can process their incoming requests. 
Many larger interloan libraries receive an overnight batch report of all new requests that 
arrived during the previous day. For smaller operations there is a web-based alternative. It is 
the Standard Picklist . This report provides sufficient information to uniquely identify the 
request, locate it on the shelf and names the requesting library. The report is delivered as a 
.pdf output with one request per page. It can be run at any time during the day. 
 
2. Statistical reporting 
Statistical reports of your activity are available as a daily snapshot or monthly snapshot. 
Daily ILL Statistics  and Monthly ILL Statistics  provide a summary of core activities as a 
Requester and as a Responder. Requester data displays the number of requests created, 
the number shipped and the number received. Responder data displays the number of 
incoming requests, the number shipped, the number not supplied and the number that 
expired. This information can feed into your annual reporting. 
 
3. Turnaround/response time reporting 
Two reports provide turnaround time summaries, based on a library’s role as a requester or a 
responder. 
For a Requester view of supply turnaround times run Average and Maximum Supply 
Times by Supplier . This counts supply days for the fulfilled requests received by your library 
from suppliers. The performance figures show the average and maximum days for each of 
your library’s suppliers. 
A similar report is available for your library as a Responder, Average and Maximum Supply 
Times to Requesters . This counts the number of days your library takes to supply other 
libraries. The performance figures show the average and maximum days against each of 
your requesting libraries. 
 
4. Collection management reports �
There are four reports that assist with this aspect of interloan. As a Requester, Loan 
Requested per Title  and Copy requested per Title  identify items requested. Multiple 
requests for the same item are easily identifiable as they are co-located in the report. The 
report also identifies the responding library. 
For Requesters, Loan Supplied per Title  and Copy Supplied per Title  identify items 
supplied and the requesting library. Again multiple requests for the same item are co-located. 
 
5. Most frequent requesters �
There is a Requester and a Responder view of this data. Incoming Requests by Requester  
identifies requests from various libraries for which your library is the current responder or the 
last responder. 
Outgoing Requests by Supplier  displays the number of requests made by your library to 
various suppliers where that suppliers is the current or last supplier. 
 

15.1.3. Average and maximum supply times by supplie r 

This report provides statistics on your outgoing requests. 

It outputs a table showing figures for supply times for requests from you to other libraries and 
which have been satisfied i.e. you have marked the items as Received. The figures show the 
average and maximum for each supplier. The table is ordered alphabetically by Responder’s 
institution name. Both loans and copies are included. 

For requests that you have marked as Received, it calculates the average and maximum 
days to supply. The supply days are calculated on Received date minus the Create date of 
the request. Therefore if a supplier is not first on the rota, t he supply times will be 
affected accordingly.  



Te Puna Interloan Manual       October 2011 
 
 

 

 

Te-Puna-Interloan-Manual.doc  Page 76 of 106 

The Maximum figure is the longest period for any item supplied by that Supplier. If the 
Maximum is 0 this means the item was supplied the same day it was requested. 

The Average figure is the total number of days for all requests received from that supplier 
divided by the total number of requests received from that supplier. 

If the end date specified when generating the report is the same as the date the request was 
created, then the request must be actioned further in order to be included in this report. 

15.1.4. Average and maximum supply times to request ers 

This report provides statistics on your incoming requests. It outputs a table showing figures 
for supply times for requests made of your library by other libraries. It is ordered 
alphabetically by Requester’s institution name. It includes both loans and copies. It can be 
used to measure your library’s performance at supplying items. 

This report calculates supply days as the Shipped date of the request minus the date the 
request was created. 'Zero days' indicates same day turnaround. 

The Maximum is the longest period of time in days you took to supply any requests. 

The Average is the total number of days you took to supply items divided by the total number 
of requests you shipped (or supplied). 

If the end date specified when generating the report is the same as the date the request was 
created, then the request must be actioned further in order to be included in this report. 

15.1.5. Batch reruns 

This is a list of standard lists (Pick List, Shipping List, Received List, Returned List) that you 
have previously generated. You can choose to rerun these. For the Pick list, the current 
Request status is updated to show materials that have already been processed. Batch 
numbers are unique for each type of report per location. 

  

15.1.6. Copy requests per title 

This report shows copy requests created during the selected date period. The following fields 
are displayed: Title, Issue, ILL no., Date request created, Responder and Current status. 

  

15.1.7. Copy supplied per title 

This report shows copy requests supplied during the selected date period. The following 
fields are displayed: Title, Issue, ILL no., Requester and Date Shipped. 
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15.1.8. Daily ILL statistics and Monthly ILL statis tics 

  

VDX adds up each day’s statistics shortly after midnight for the previous day. 

For monthly statistics each day’s statistics are added automatically just after midnight to the 
monthly count. Therefore, the figures for the last production day are not included.  
 

Requester: 

Requests This counts Requests created by this location. Unauthorised Requests 
are included in this count.  

Shipped Ind.  This counts Requests where the responder has applied the Shipped 
action.  

Received  This counts Requests that this location processed as Received.  

Responder: 

Requests  This counts Requests sent to this location as a responder. It includes new 
requests and requests moving to the next location in its rota.  

Shipped  This counts Requests that this location processed as Shipped.  

Not Supplied  This counts Requests that this location processed as Not Supplied. It 
does not include Requests set to this status automatically because they 
have expired at this location.  

Expired  This counts Requests that have expired at this location.  

Tip:   

·  A request that has gone to multiple locations only counts as one request on the requester 
side, so 1 request on the requester side could map onto four responder request records, 
if the request was now on the fourth location in the rota. 

15.1.9. ILLs Not Supplied received 

This counts how many Requests there are at your location, as a Requester, in the Not 
Supplied status. The total number of the Not Supplied responses is shown regardless of the 
action that caused the Not Supplied status. 

15.1.10. ILLs Not Supplied sent 

This counts how many requests there are at your location, as a Responder, in the Not 
Supplied status. The total number of the Not Supplied responses is shown regardless of the 
Action that caused the Not Supplied status. 
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15.1.11. ILLs Shipped but not received 

This lists brief records of items your location has actioned as SHIPPED without a subsequent 
action of Received made by the requesting location. 

15.1.12. Incoming requests by requester 

This outputs a table showing the total number of incoming request received by your library, 
that were created by each Requester within the dates specified. It is ordered alphabetically 
by Requester’s institution name. It can be used to indicate which locations request from you 
most. 

It counts any requests that have come to you, regardless of whether you have supplied them 
or not. So, it includes requests supplied, cancelled or ones that have gone to error once in 
the Responder’s file. It excludes Idle requests. 

It selects on the date the request was created. Therefore it might be difficult to accurately 
determine the number of incoming requests per month, because a request may have been 
created in a different month from which it is supplied. 

15.1.13. Incomplete requests – as requester 

This shows all ‘incomplete’ requests during the period selected for the report, i.e. all active 
requests and all Not Supplied requests that the requester has not make Complete. The 
following fields are displayed: ILL no., current Responder, Last action date, Current ILL 
status, and Loan Copy. The requests display alphabetically by ILL status and within status in 
descending date order.  

  

15.1.14. Incomplete requests – as responder 

This shows all ‘incomplete’ [active] requests during the period selected for the report, The 
following fields are displayed: ILL no., Requester, Last action date, Current ILL status, and 
Loan Copy. The requests display alphabetically by ILL status and within status in descending 
date order.  

   

15.1.15. Loan requested per title 

This shows loan requests created during the selected period. The following fields are 
displayed: Title, ILL no., Date request created, Responder and Current status. 
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15.1.16. Loan supplied per title 

This report shows loan requests supplied during the selected date period. The following 
fields are displayed: Title, ILL no., Requester and Date Shipped. 

15.1.17. Monthly ILL statistics 

See: Daily ILL statistics and Monthly ILL statistics. 

15.1.18. Outgoing requests by supplier 

This outputs a table showing the total number of requests from your library to each 
Responder, between the specified dates. It is ordered alphabetically by Responder’s 
institution name. Each request is listed under the location that supplied the item or under the 
current location if it has not been supplied.  

This report can be used to find out which Responders you deal with most and also how many 
requests you have requested in the specified period. 

It counts requests once only, corresponding with the location that supplied it, or if not yet 
supplied, with the latest location to receive the request. It does not differentiate between 
copies and loans, or filled and unfilled requests; it includes requests supplied, not supplied, 
cancelled or that have gone to error once in the Requester’s file 

It selects on the date the request was created. Therefore it might be difficult to accurately 
determine number of outgoing requests per month, since the request might have been 
created in a different month from which it is supplied. 

If the end date specified when generating the report is the same as the date the request was 
created, then the request must be actioned further in order to be included in this report. 

15.1.19. Pick List 

This lists bibliographic information used by a responder to retrieve items requested from 
them (i.e. in the status of In Process). Note: the Standard Pick List (described on the next 
page) is fuller and hence more useful. 

15.1.20. Requester ILL Status Summary To Be Acknowl edged …  

Requester ILL Status Summary To Be Acknowledged and Idle requests Suspended is a list 
of statuses with a count of requests at that status that are either To be Acknowledged or are 
Idle and at Check Manual. 

15.1.21. Requests by days of the week 

This outputs two tables, one showing requests received by your library for each day of the 
week, and the other showing requests made by your library for each day of the week. It is 
ordered by day of the week, Sunday to Saturday. There are two views: one as Requester, 
other as Responder. 

For Sent: It counts requests you submitted. 

For Received: It counts all Incoming requests for that day of the week, regardless of status, 
eg. In Process, Not Supplied etc. It includes Saturday and Sunday. 
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It counts requests once only, corresponding with the last location on the rota to receive the 
request (for those sent) or corresponding with the requester (for those received). It selects on 
the date the request was created. Therefore it may be difficult to accurately determine 
number of outgoing requests per month, since the request may have been created in a 
different month from which it is supplied. 

If the end date specified when generating the report is the same as the date the request was 
created, then the request must be actioned further in order to be included in this report. 

15.1.22. Responder (In Process) Status or Error Rep ort 

Report of Status or Errors for Responder (In Process) requests.  

15.1.23. Responder ILL Status Summary To Be Acknowl edged 

A list of statuses with a count of requests at that status that are To be Acknowledged 

  

15.1.24. Standard Pick List 

This lists bibliographic information used by a responder to retrieve items requested from 
them (i.e. in the status of In Process). The output is in PDF format. Once a request has been 
printed on a Pick list, it will not be included in future Pick lists. However it can be found again 
by selecting the appropriate report in Batch Re-runs. 

   

15.1.25. Standard Received List 

This lists items which the requesting location has actioned as RECEIVED. The output is in 
PDF format, one item per page. Once a request has been printed on a Received List, it will 
not be included in future Received Lists. However it can be found again by checking the 
appropriate Standard Received List in Batch Reruns. 
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15.1.26. Standard Returned List 

This lists items the requesting location has actioned as RETURNED. This report prints in 
PDF format, one item per page. It can be used as a mailing label or sent with the returned 
item to the mailroom for processing. Once an item has been printed on a Returned List, it will 
not be included in future Returned Lists. The item can be found in the appropriate Standard 
Returned List in Batch Rerun reports. 

  

15.1.27. Standard Shipping List 

This list can be used for shipping slips for routing materials. The layout is similar to the 
Standard Returned list. Once a request has been printed on a Shipping List, it will not be 
included in future Shipping Lists. However it can be found in the appropriate Standard 
Shipping List in Batch Rerun reports. 

15.1.28. To be Acknowledged requests requiring acti on – as 
Requester 

Lists all copy and loan requests that are To Be Acknowledged and the last action was one of 
the following: 

·  Message-indication 

·  Lost-Indication 

·  Renew Answer-No-Indication 

·  Renew Answer-Yes-Indication 

·  Overdue-Indication 
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·  Recall-Indication 

·  Cancel Reply-No-Indication 

·  Cancel Reply-Yes-Indication 

·  Answer Hold-Indication 

·  Answer Conditional-Indication 

15.1.29. To be Acknowledged requests requiring acti on – as 
Responder 

Lists all copy and loan requests that are To Be Acknowledged and the last action was one of 
the following: 

·  Message-indication 

·  Damaged-Indication 

·  Lost-Indication 

·  Renew-Indication 

·  Cancel-Indication 

·  Conditional Reply-No-Indication 

·  Conditional Reply-Yes-Indication 

15.1.30. Work Queue 

Work Queue is described in section ‘7. Work Queue’. 

15.2. Interloan Management Reports 

For users of Te Puna interloan there is a range of reports available on your current interloan 
activity (the asterisked ones are also available for your archived interloans):   

·  Interloan Batch Report 

·  Interloan Activity by Service Type* 

·  Library to Library Activity Summary 

·  Copy Requests by Title 

·  Loan Requests by Title 

·  Requester’s Turnaround Time Summary* 

·  Responder’s Turnaround Time Summary* 

·  Periodicals on Demand 

·  Monographs on Demand 

·  Client Demand Report 

The business functions supported by these reports are described in the table below. 
 

Function Usual 
period 

See report 

List of incoming requests Daily Interloan Batch Report 

High-level statistical summary of interloan 
traffic with your library 

Monthly Interloan Activity by Service Type 
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Function Usual 
period 

See report 

More detailed statistical view of response 
times and fill rates in your dealings with 
specific libraries 

Monthly Library to Library Activity Summary 

List of requests you make by title – i.e. 
shows which titles you request most. 

Monthly Copy Requests by Title; Loan 
Requests by Title; Periodicals on 
Demand; Monographs on Demand. 

Detailed breakdown of how quickly your 
requests are turning around - i.e. a study 
of the time intervals between initiation 
and filling of requests 

Monthly Requester's Turnaround Time 
Summary 

Detailed breakdown of how quickly you 
respond to others' requests - i.e. a study 
of the time intervals between receiving 
and either supplying or passing along the 
rota.  

Monthly Responder's Response Time 
Summary  

Client name & number of requests 
created 

Monthly Client Demand Report 

 
You can request any of these reports to be set up for you by emailing tepuna@dia.govt.nz .  
You will need to supply one or more email addresses. The reports will be sent to you as 
email attachments.  

These reports are described in more detail on the following pages.  

15.2.1. Interloan Batch Report 

This report produces a pick list of new incoming requests, including Conditional requests 
requiring attention.  Note that the report includes only those requests coming to your library – 
not those you are making to other libraries. 

Each request is produced onto an A4 page. This can be used to take to the shelves to 
retrieve requested items. You may also want to use the printout as a record to be sent with 
the item. 

The report is scheduled to run daily, for the previous day's requests and is ordered by service 
Type (Copy, Loan), then by Service Level (Express, Rush, Priority, Normal), then by Call 
Number, then by Title. 
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The report includes incoming requests when they arrive at your location, i.e. status of In 
Process. It also includes any requests that you have actioned as Conditional and to which 
the Requester has responded Conditional Reply Yes.  

There is an automatic date range. A day is counted from 00.00 to 23.59 hours (i.e. midnight 
to midnight). The report is run on each day of the week including Saturdays and Sundays. 
The run date appears as a footer along with page numbering. 

15.2.2. Interloan Activity by Service Type 

This report provides a high-level statistical summary of your interloan activity within the report 
period. It displays the number of loan, and copy requests your library has sent and received, 
and the number and percentage supplied.  This report can be supplied monthly or ad hoc. 

The fill rates as requester and responder indicate how effective your activity is. For example, 
if a high percentage of your copy requests are unfilled, you might want to check the Library to 
Library Activity Summary report to determine which libraries have better fill rates for your 
copy requests than others. It may be that you need to change your rota order. 
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Description details: Requester view 

Column  Description 

1 Labels each row: Loan, Copy, Estimate and Total requests. 

2 Counts number of requests authorised, i.e. moved from Idle to Pending status in 
the report period. Note: An exception to this is when a request is sent to a 
suspended location that is the only location in the rota. Such a request would not 
be counted until it had been sent to a non-suspended location (using the 
REQUEST action) 

3 The number of requests sent for each Service Type as a percentage of the total. 

4 Number of requests which have been supplied, i.e. moved from Pending to 
Shipped or from Pending to Received status up to the date/time the report was 
run. 

5 The Number of requests sent minus the number of requests filled. 

6 Number of requests filled (by Service Type) as percentage of the number of 
requests sent. 
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Description details: Responder view 

Column  Description 

1 Labels each row: Loan, Copy, Estimate and Total requests. 

2 Counts number of requests received, i.e. moved from Idle to In Process status in 
the report period.  

3 The number of requests received for each Service Type as a percentage of the 
grand total. 

4 Number of these requests which your library has supplied, i.e. moved from In 
Process to Shipped status up to the date/time the report was run. Note: this will 
include any requests for which you have not marked as Shipped, but which the 
Requester has marked as Received. 

5 The Number of requests received minus the number of requests supplied. 

6 Number of requests supplied (by Service Type) as percentage of the number of 
requests received. 

 

View: 

There are two views: Requester and Responder. When there is no activity there will be no 
view (page). 

Date range: 

·  Dates are inclusive.  

·  Monthly reports cover a full calendar month.  

·  The date at the bottom of the page indicates the date the report was run.  This will usually 
be the first day of the month, or for ad hoc reports the day after the report was ordered.  

15.2.3. Library to Library Activity Summary 

This report provides more detailed statistics of your library's activity with other libraries. It 
displays details of requests exchanged, fill rates, average turnaround times and net lending 
rates for each service type (loan or copy). It lists each library with which you have had 
interloan activity during the report period. This report can be supplied monthly or ad hoc. 
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View: 

There are three views: Loan, Copy and Total requests. When there is no activity for the 
report period, there will be no view (page). 

This report covers both your library's outgoing requests and those coming to you. From the 
example given you will see the columns cover (reading from left to right)  

·  Library symbols you dealt with as requester and/or supplier. From here on the top line 
shows your dealings as supplier; the bottom line your dealings as requester.  

·  The fill rate covers on the top line the number of requests you supplied and the number 
you did not supply, along with the percentage supplied. On the bottom line the coverage 
is for requests supplied to you.  

·  The 'turnaround' time shows the average number of working days (counting Monday to 
Friday) you took to supply or be supplied by the listed library. The totals in brackets give 
the number of requests the average is based on.  

·  The requests received figures show for each library the requests you received from them 
minus the requests you sent them. A negative figure means you make more requests 
than you receive.  

·  The requests supplied column shows the number of requests you supplied minus the 
number supplied to you. A negative figure shows you receive more items than you supply 
(you are a 'net borrower' rather than a 'net lender').  

·  In the final column the terms that may be used are:  

o Supp. Only - means you acted only as supplier to the other library  

o Non filled - means your library supplied nothing to the other library  

o Reqtr only - means your library acted only as requester to the other library  

Date range: 

·  Dates are inclusive.  

·  Monthly reports cover a full calendar month.  

·  A day is counted from 00.00 to 23.59 hours (midnight to midnight) and excludes 
Saturdays and Sundays.  

·  Weekend activity is counted on the following Monday, so if a weekend comes at the end 
of a month any activity then will be added to the next month figures.  

·  The date at the bottom of the report indicates the day the report was run. This will 
generally be the first day of the month, for a regular monthly report.  

15.2.4. Copy Requests by Title 

This report provides a summary of your library's copy requests routed, received and filled 
during the report period, itemised by title. There are two views: Requester view and 
Responder view. You can use this report to find out which titles you frequently request (and 
might consider purchasing). The report also lists, on the Requester view, which clients are 
using your interloan service.  

The report can be supplied monthly or ad hoc.  
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View: 

There are two views: Requester and Responder. When there is no activity there will be no 
view (page). 

What it counts: 

Requester view includes copy requests created in the report period, and counts them as 
filled if Shipped or when Received (if not Shipped). 

Responder view includes copy requests received in the report period, and counts them as 
filled if Shipped. 
 

Description details: Requester View 

Column  Description 

1 Serial Title field. (If this is blank on the request, then the Title field will apply). This 
will combine any titles which are requested more than once 

2 Number of Requests sent, i.e. Authorised 

3 Counts when the request is Shipped, or Received when not Shipped 

4 Your Interloan number as Requester 

5 Date the request was sent by you i.e. when Authorised 

6 Issue field and if used, will display the volume, issue and page details of the item 
requested 

7 Lists date when status of Shipped has been applied, or Received (when not 
Shipped), up to the date/time the report was run 

8 Lists library symbol of supplier, if Shipped 

9 Lists your client's name. It does not display on the Supplier view 

 

Description details: Responder View 

Column  Description 

1 Serial Title field. (If this is blank on the request, then the Title field will apply). This 
will combine any (exact match) titles that are requested more than once. 

2 Number of Requests received, i.e. In Process status. 
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Column  Description 

3 Counts when the request is Shipped  

4 Your Interloan number as Responder 

5 Date the request was received by you i.e. when status moves from Idle to In 
Process 

6 Issue field and if used, will display the volume, issue and page details of the item 
requested 

7 Lists date when status of Shipped has been applied up to the date/time the report 
was run 

8 Lists library symbol of Requester. 

 

Date range: 

·  Dates are inclusive.  

·  Monthly reports cover a full calendar month.  

·  The date at the bottom of the report indicates the day the report was run. This will 
generally be the first day of the month, for a regular monthly report. 

15.2.5. Loan Requests by Title 

This report provides a summary of your library's loan requests routed, received and filled 
during the report period, itemised by each title.  

There are two views: Requester view and Responder view. You can use it to find out which 
titles you frequently request (and might consider purchasing). It also lists on the Requester 
view which clients are using your interloan service.  

This report can be supplied monthly or ad hoc.  

  

 

View: 

There are two views: Requester and Responder. When there is no activity there will be no 
view (page). 
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What it counts: 

Requester view includes loan requests created in the report period, and counts them as filled 
if Shipped or when Received (if not Shipped). 

Responder view includes loan requests received in the report period, and counts them as 
filled if Shipped. 

Description details: Requester View 

Column  Description 

1 Loan Title field. (If this is blank on the request, then the Title field will apply). 
Ordered alphabetically, ignoring The, A, and An at start of titles. Any (exact match) 
titles which are requested more than once are combined 

2 Number of Requests sent, i.e. Authorised 

3 Counts when the request is Shipped, or Received when not Shipped 

4 Your Interloan number as Requester 

5 Date the request was sent by you i.e. when Authorised 

6 Lists date when status of Shipped has been applied (or Received if not Shipped) 
up to the date/time the report was run  

7 Library symbol of supplier, if Shipped 

8 Your client's name. It does not display on the Supplier view 

 

Description details: Responder View 

Column  Description 

1 Loan Title field. This will combine any (exact match) titles which are requested 
more than once 

2 Number of Requests received, i.e. In Process status 

3 Counts when the request is Shipped  

4 Your Interloan number as Responder 

5 Date the request was received by you i.e. when status moves from Idle to In 
Process 

6 Lists date when status of Shipped has been applied up to the date/time the report 
was run.  

7 Library symbol of Requester 

 

Date range: 

·  Dates are inclusive.  

·  Monthly reports cover a full calendar month.  

·  The date at the bottom of the page indicates the date the report was run. This will 
generally be the first day of the month.  

15.2.6. Requester's Turnaround Time Summary 

This report shows the total number of days from when you create a request until the request 
is (a) shipped to you by a Responder, and (b) actioned as Received by you. You can use this 
report to estimate how long your requests are taking to process. This report can be supplied 
monthly or ad hoc. There is only one view: Requester side. 
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What it counts: 

This report counts any days (where 0 =same day turnaround) from when a request is 
authorised (moves from Idle to Pending) to when it is marked as Shipped and Received. This 
means the report reports on the total time* it takes, regardless of where the supplier is on the 
rota. It counts only requests you sent in the report period and only if Shipped or Received up 
to the date/time the report was run. *(This is different from the turnaround time in the Library 
to Library Activity Summary report, which counts days from when requests are routed to the 
supplier until Shipped). 

It is ordered ascending by number of days. 

It also provides average turnaround days. 

 

  

Description details 

Column  Description 

1 Days from when Authorised until Shipped or Received. 0 days means the request 
was submitted and supplied on the same day 

2 Number of Loan requests supplied i.e. Pending to Shipped status. Also shows 
totals and average turnaround times in days 

3 Number of Copy requests supplied i.e. Pending to Shipped status. Also shows 
totals and average turnaround times in days 

4 Sum of Loans and Copies  

5 Percentage of requests supplied for each turnaround period 

6 Number of Loan requests received i.e. Pending to Received status. Also shows 
totals and average turnaround times in days 

7 Number of Copy requests received i.e. Pending to Received status. Also shows 
totals and average turnaround times in days 

8 Percentage of requests received for each turnaround period 
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Date range : 

·  Dates are inclusive.  

·  Monthly reports cover a full calendar month. A day is counted from 00.00 to 11.59 hours 
and excludes Saturdays and Sundays. Weekend activity is counted on the following 
Monday. 

·  The date at the bottom of the page indicates the date the report was run. This will 
generally be the first day of the month. 

15.2.7. Responder’s Response Time Summary 

This report shows the total number of days from when you receive a request until you Ship it 
or answer Non Supply. (It shows figures for each “hop” instead of the request’s journey as a 
whole). It displays the total number of requests by service type (loan or copy) for the 
specified date range, as well as the response time averages for each service type. 

You can use this report to estimate the amount of time your responses to interloan requests 
are taking. This report can be supplied monthly or ad hoc.  There is only one view: 
Responder side. 
 

Description details 

Column Description 

1   Days from when routed until re-routed or received for supply  

2   Number of Loan requests responded to  

3   Number of Copy requests responded to  

4   Sum of Loans and Copies  

5   Percentage of requests responded to in each time period  

 

Date range: 

·  Dates are inclusive.  

·  Monthly reports cover a full calendar month. A day is counted from 00.00 to 11.59 hours 
and excludes Saturdays and Sundays. Weekend activity is counted on the following 
Monday. 

·  The date at the bottom of the page indicates the date the report was run. This will 
generally be the first day of the month. 

15.2.8. Periodicals on Demand 

This report shows periodical titles requested, together with number of times requested, 
during the report period. The report can be set to count incoming requests or outgoing 
requests, or both. It can also be set to list only titles that reach a threshold count. This report 
can be supplied monthly or ad hoc. 
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15.2.9. Monographs on Demand 

This report shows monograph titles requested, together with number of times requested, 
during the report period. The report can be set to count incoming requests or outgoing 
requests, or both. It can also be set to list only titles that reach a threshold count. This report 
can be supplied monthly or ad hoc. 

15.2.10. Client Demand  

This report lists client names or other identifiers, which you as requester have entered in the 
Client Name field when creating the request, together with number of requests created for 
that client. This report can be supplied monthly or ad hoc. 

15.2.11. Health Library Group Interloan Statistics 

This statistical report, produced for the Health Library Group (HealthLib), gives a count of 
interloan transactions where request and supply have been within the Health Library Group. 
The two columns, Requesters and Suppliers, list each library symbol together with totals. 
This report can be supplied monthly or ad hoc. 
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16. Interloan Billing System (IBS and IIBS) 

Te Puna Interloan is linked to the Interloan Billing System (IBS), a centralised billing system 
that is operated by the National Library of New Zealand. 

If your library’s requests have used the Shipped cost field (either as a Requester or a 
Responder) and you are an IBS member, you will receive a monthly invoice from the 
National Library (if you are in credit, this will be indicated on the invoice).  

IBS Billing is run on the 3rd working day of each month and the invoice emailed that day. The 
August bill, for instance, includes transactions up to and including 31 July. 

The transaction fee for an electronically notified transaction is: 80 cents (incl. GST).  

If you are not an IBS member, you will need to manually notify transactions on the correct 
form (see the IBS page: http://www.lianza.org.nz/about/profile/interloan/interloan_ibs.html ). 
The transaction fee for a manually notified transaction is: 99 cents (incl. GST). 
 
 

 
 
The National Library also provides the invoicing and payments service for Trans Tasman 
Interlending (IIBS). IIBS Billing is run on the 5th working day of every second month, and the 
invoices emailed out that day. Libraries will receive their invoices by email. 

 
IBS Administrator 
IBS@natlib.govt.nz  
Phone: 04 474 3000 ext. 8745 
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17. Troubleshooting 

17.1. Display 

My browser doesn’t allow the whole 
dropdown menu of search terms to display. 

See section 2 for browsers supported by the 
National Library. Contact your IT staff or 
adjust yourself: Start – Settings – Control 
Panel – Display – Settings – Desktop area 
(e.g. 1024 by 768). 

 

17.2. Shipping requests 

I cannot see a default shipped cost when 
shipping a request, and the Shipped Cost 
field is blank. 

This is likely to be because you have a 
browser setting blocking pop-up boxes.  

This suppresses the ‘Calculating Shipped 
Costs’ box that appears on the Shipping 
screen before a default cost can display in 
the Base Cost field.  

See instructions in section 2. 

When trying to ship a request I got a pop-up 
error message: “Form is invalid. Charge units 
must be 1 or more”. What should I do? 

This message appears if the pagination 
details entered by the system into the Pages 
field on the request form cannot be 
calculated by the system (e.g. 54-).   

Charge units are not used in Te Puna, and 
we have advised the software vendor of this 
problem. 

Meanwhile, if this message appears, you can 
either delete the 0 value in the Charge Units 
field, or enter a value other than 0. The 
system will then allow you to submit the 
Shipped action 

17.3. Other actions 

What if the Requester fails to action request 
as Received 

For loans you can still return and check in, or 
just check in as sometimes happens 
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17.4. Quick keys and short cuts  

Do you have any tips for moving quickly 
about long forms such as the Request form?
  

Yes. You can tab from field to field: 

Move from field to field: Tab 
Move back to previous field: Shift + Tab 
Tab to Submit button and press Enter. 
 
You can also use the following quick keys, 
provided you aren’t within a field 

Move to top of screen  Ctrl +Home 
Move to bottom of screen Crtl + End 
Move up a page  Page Up 
Move down a page  Page Down 
 

Is it possible to have a session of Te Puna 
Search open at the same time as Te Puna 
Interloan?  

Yes. Here are some quick keys to help you: 

 Open new browser window      Ctrl + N 
Move between active windows   Alt + Tab 
Refresh screen       F5 
 

On the Preliminary rota, how do you highlight 
more than one location at a time, so you can 
move/remove them?  

To highlight a block of locations  

Highlight the first to remove, then Shift+click 
to the last to remove.  

 
To highlight several locations not in a block 
Ctrl+click each one. 
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18. Glossary 

Acknowledged 

An authorisation status that indicates to Responder that they have looked at (acknowledged) 
an incoming request.  

Advanced Search 

Search of database(s) using a combination of details such as author, title, ISBN/ISSN. 

Answer Conditional 

The action of a Responder who specifies that they will only fill the request if the Requester 
agrees to certain condition(s). 

Answer Hold 

The action of a Responder who cannot supply the requested item immediately, but will 
reserve it (place it on hold) when it becomes available. 

Answer Nonsupply 

The action of a Responder who cannot supply the item requested. 

Answer Retry 

The action of a Responder who cannot supply the item immediately, but may be able to 
supply it later if the request reaches the end of the rota without being supplied. 

Answer Will Supply 

The action of a Responder who intends to supply the item. 

Archiving 

Removing completed and inactive requests so that they are no longer accessible to Te Puna 
Interloan users but can be used to produce summary and historical reports.  

Ariel®  

Software which enables users to scan articles and photos, transmit the resulting image over 
the Internet to other Ariel® workstations via an email address or a Web server, and print the 
image. 

Audit trail 

The list of actions and changes in status shown at the bottom of the ILL Request Screen. 

Authorised 

An indication that a request has been received from an end user and can be processed by 
the request driver once the Auto-Mediator has processed the request. Until a request is 
authorised, its status will remain Idle. 

Authorisation Status 

The status of the system message that results from an action by a user. 
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Cancel 

The action of a Requester who wishes to cancel a request. 

Cancel Pending 

The status of a request where the Requester has asked to cancel the transaction, but the 
Responder has not replied. 

Cancel Reply – No 

The action of a Responder who does not accept the cancellation of a request. 

Cancel Reply – Yes 

The action of a Responder who accepts the cancellation of a request. 

Cancelled 

The status of a transaction that the Responder has agreed to cancel. 

Check Error 

The indication that there is something wrong with a request, often resulting from the 
application of actions in an incorrect sequence. 

Check Manual 

The authorisation status of a transaction that needs manual intervention before the request 
can be processed further. 

Checked-In 

A terminal status that shows that an item has been received back by the Responder. 

Client Name 

The name of the patron, client or customer for whom the request was placed. 

Complete 

A status that indicates that a library has finalised a request. It is preferable to perform the 
final action (s) rather than select Complete. 

Conditional 

The status of a request that can only be filled if the Requester agrees to specific condition(s). 

Conditional Reply – Yes 

The action of a Requester who accepts the conditions of the Responder. 

Conditional Reply – No 

The action of a Requester who does not agree to the conditions of the Responder; the 
request is automatically sent to the next location on the rota. 

Copy non returnable 

The service type Copy non returnable is applied to an item requested via Te Puna Interloan 
that does not have to be returned; often a photocopy or it can be an electronic copy – e.g., a 
journal article, chapter of a book. 
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Copyright 

The exclusive right given by law to authors, composers or publishers to sell, reproduce or 
publish a work during a stated period. The New Zealand copyright compliance statement is 
attached by the system to all copy non returnable requests. 

Damaged 

A status that indicates that the item was received damaged by the Requester, or was 
damaged when the Responder checked in the loan. 

Date Created 

The date the request was created. 

Date Shipped 

The date the item was sent by the Responder to the Requester. 

Default Delivery Method 

The type of delivery to be used when the requesting library has not specified a delivery 
method, most commonly postal delivery for loans and DocStore for copies. 

DocStore 

The functionality to attach, send, and receive an electronic document through the interloan 
application. 

Due Date 

The date by which the item should be returned to the Responder. 

End User 

A library user who requests interloans via their library’s Te Puna Interloan membership. 

Expiry Date 

The date when the system automatically performs an Expiry action on the request if it has 
not been actioned. The Requester and Responder status will change to Not Supplied. 

Express 

ILL service level. 

For Manual Authorisation 

An indication that a request will require a person to authorise the request before it can be 
processed; used for storing partially completed requests, or requests from end users that 
require a library’s approval. 

Format 

The item format of a requested item, e.g. book, printed article. 

Idle 

A status that indicates that the ILL transaction has not started. 
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ILL Lifecycle  

An entire interloan transaction from placing a request to receiving a copy, or returning and 
checking in a loan. 

ILL No. 

The number allocated to a request when it is initiated by a Requester, or allocated to a 
response by a Responder. 

ILL Request screen 

The screen on which ILL requests are made.  

In Process 

A status that indicates that a request has been received and is being processed by the 
Responder. 

Interloan Billing Scheme 

The service that manages the financial transactions of supplying and requesting libraries 

Interoperability 

see ISO ILL interoperability. 

ISBN 

International Standard Book Number. 

ISO 

International Organization for Standardization. Coordinator of the main networking standards; 
seeks to achieve worldwide agreement on international. 

ISO ILL Driver 

The request driver that scans for requests to be sent using the ISO ILL protocol. 

ISO ILL interoperability  

The ability of computers to communicate with each other using the ISO ILL protocol. 

ISO ILL Protocol 

A set of international standards, ISO 10160 / 10161, which specifies how interloan 
transactions should take place between the Requester’s interloan system and a Responder’s 
interloan system. 

ISSN 

International Standard Serial Number. 

TePunaildd-l 

An email discussion list to keep Te Puna Interloan users up to date. 

LASER 

The internal driver used by Te Puna Interloan to send messages between the Requester and 
the Responder, usually referred to as the request driver. 
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Libraries Australia Document Delivery (LA Doc Del) 

A web-based system for interloan and document delivery between Australian libraries, 
managed by the National Library of Australia. LA Doc Del also supports interloaning with 
other ISO ILL complaint systems such as Te Puna Interloan. 

Loan 

An item that can be requested but must be returned; usually a hard copy – e.g. a book. 

Location 

A site that requests and/or supplies material via Te Puna Interloan. 

Location Code 

A library symbol. 

Logon 

A combination of a user’s barcode and password, used to connect to Te Puna Interloan. 

Lost 

A status that indicates an item cannot be found. 

Mandatory Fields 

Fields predefined by the system that must be completed before a request is created e.g. title. 

Manual libraries 

New Zealand libraries that are not members of Te Puna Interloan. 

Message 

The action of sending information between a Requester and a Responder . 

Naming Authority 

An organisaton or body, in this case the National Library of New Zealand, responsible for the 
creation and maintenance of unique identifiers for all libraries in New Zealand. 

National Union Catalogue (NUC) 

The national union catalogue of holdings of participating New Zealand libraries.  

Need by Date 

The date by which an item is required by the Requester. 

Normal 

ILL service level. 

Not Supplied 

A status that indicates that the request cannot be supplied by the Responder, or the 
transaction has expired. 

Overdue 

A status notified by a Responder to a Requester to remind them that the item should have 
been returned. 
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Pending 

A status that indicates that a request has been made and the item is expected from the 
Responder; or a message has been received stating the item will be supplied or placed on 
hold; or that the request has been forwarded to another location. 

Priority 

ILL service level. 

Processed 

An authorisation status that indicates that a request has been picked by a driver and 
successfully processed. 

Recall 

A status that indicates that Responder has asked for an item to be returned before the due 
date. 

Received 

A status that indicates that the Responder has received the item. 

Reciprocal Agreement  

An arrangement between libraries to give priority to each other’s interloans; this may include 
using each other as preferred suppliers and not charging the recommended standard prices. 

Renew 

An action taken by a Requester who wants to extend the loan period. 

Renew Answer – No 

The action of a Responder who refuses to renew a loan. 

Renew Answer – Yes 

The action of a Responder who agrees to renew a loa n. 

Renew / Pending 

A status that indicates that a request has been made to renew a loan. 

Request 

The action in which a Requester asks a Responder to lend an item. 

Requester 

The party that generates an ILL request and sends it to a Responder. 

Requester Symbol 

The Location ID (library symbol) of the Requester’s institution. 

Responder 

The Location that receives an ILL request sent by a Requester. 

Responder Symbol 
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The Location ID (library symbol) of the Responder’s institution. 

Results List 

A list of records retrieved by a search. 

Returned 

A status that indicates that the Requester has shipped the item back to the Responder. 

Rota 

The list of Responders (Te Puna Interloan or Libraries Australia Document Delivery 
members); it can be manipulated by a Requester according to their own criteria. 

Rush 

ILL service level. 

Service Level 

The level of service required by the Requester: Normal, Rush, Express, or Priority. 

Service Type 

The specification of whether the request is for a Loan, a Copy Non Returnable, Cost estimate 
or Location. 

Shipped 

An action and a status that indicate that the Responder has sent the item to the Requester. 

Short Description 

A database field populated with the Library symbol and/or naming authority library symbol. 

Simple Search 

Keyword search of database(s) using a single search term – e.g., title, author or keyword. 

Status 

The position of a request at a given point in the request cycle – e.g., In Process, Shipped. 

Supplier Turnaround Time 

The time between a supplying library receiving a request to when the item is sent, 
electronically or picked up by the delivery service, or when the supplying library indicates it 
cannot supply the item. 

Suspend from the Rota 

The act of preventing new requests arriving at a library in Te Puna Interloan temporarily. 

Terminal Status 

The status reached when an ILL transaction reaches the end of its lifecycle. For a Copy Non 
Returnable this occurs when the Responder ships the item and the Requester receives it. 
For a Loan this occurs when the Requester returns the item and the Responder checks the 
item in. Unfilled requests reach the terminal status of Not Supplied. 

To Be Acknowledged 
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A status that indicates that the request has been actioned by the other party and may need 
attention. 

To Be Authorised 

An authorisation status that shows that a request has been entered into Te Puna Interloan, 
and is waiting to be processed and sent to the first location on the rota. 

Trans Tasman Interlending 

A gateway that enables libraries, which are members of Te Puna Interloan or Libraries 
Australia Document Delivery, to seamlessly request from and supply to each other. 

VDX 

Virtual Document eXchange. The interloan management system owned by OCLC, and used 
by Te Puna. 

Working day 

Monday to Friday excluding public holidays. 

Work Queue 

Work Queue is a screen that allows you to see a summary of your current ILL workload as 
Requester and Responder. 

Z39.50 

An international standard ISO 23950, ANSI/NISO Z3950, that facilitates searching and 
retrieving bibliographic data from remote databases. 
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