Placing an ILL request for a student or teacher at the Circulation Desk:

1. Log in on your Destiny/RICAT site (or on the Interlibrary Loan site if your library is not using
Destiny.)

2. On the Circulation tab, Find the patron that is asking for an item on Interlibrary Loan.
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3. Click on Holds/ILL.
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4. Click on Add Hold:
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6. Fyd an entry that matches the item that you areJéoking for, and click on the

Hold It button next to the entry that you want tge€hoose. (If there is one that matches
what you are looking for in the list that has gfailable copies, choose that one. You may
also discover that your library owns an avéilable copy, in which case you can check the
shelves to see if it is actually there.) Note: If the title does not appear in the result list (it
only shows the first page), you will need to place the hold by logging out and logging in
as the student or teacher to place the hold from the Catalog tab.

7. Request the item by clicking on the Save button.
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8. Change the Delivery Method to Ship It. Let the system autom!tically select a
library by clicking on Save.

9. The Request is now listegd as a Hold fdr the Patron, and will appear on your
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10. To see someone’s holds, bring up their record in the back office, and then click on the
eyeglasses to the right of their name:
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You can also bring up their record in Circulation, and then click on Holds/ILL )or Patron
Status):
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