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Managing Rapido Borrowing Requests

General

Managing Rapido Borrowing Requests

This section describes how to manage resource sharing borrowing requests, these are requests received from your
patrons.

You must have a fulfillment service operator or manager in the scope of the resource sharing library to manage borrowing
requests.

Use the Rapido Sets to access the borrowing requests (Rapido Sets > Borrowing Requests > select a borrowing set).
Selecting All active borrowing requests or a specific set enables you to manage your workflow actions. The number
count enables you to quickly focus on which workflows need attention.
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Resource Sharing Requests g 2+ X

Borrowing Lending

All active borrowing requests 640

Rapido Digital Q4
Today 0
Digital Active q
Reguests Mot Sent 137
Show moare

Waiting for partner to process 289
Today labels 2
Requests that were considered for purchasing 5
Received by RapidILL 27
Show more -

Cancelled 32
Rejected / Expired Requests 67
Completed 169

Borrowing Resource Sharing Requests

Note

When an intended lender cancels a request, the request is no longer considered completed. The request is then sent
to the next lender on the list, and the History indicates that the previous lender rejected the request with a note

that: The lender shipped the request but then scanned it back to the library. Therefore, the lender was removed
from the rota of this request.

Due Dates

The lending due date calculation includes the delivery shipping time to the borrower, the loan period, and the return
shipping time to the lender.

For example, if the shipping time is five days and the loan period is 14 days, and the current date is May 1, 2021, then
the Lending Due Date = May 25, 2021 (May 1st + 5 (shipping to the borrower) + 14 (loan period) + 5 (shipping to the
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lender)).

Once the resource is shipped and the shipping message is sent to the borrower, the borrowing due date will also be May
25, 2021.

The loan period is the Borrowing Due Date minus the return shipping period. In our example, May 25th - five shipping
days = May 20, 2021.

Rapido Sets

Workflow Statuses
The request status updates according to the action selected.

Additionally, the request status updates when the lending library performs an action for the request.

Note

The available actions depend on the request status.

Resource Sharing Borrowing Request Statutes

Automatic renew The borrowing request can automatically be renewed.

A lender received the request and thought that there was something wrong with the citation; for example, the pages do
not match the article.
o » Fix the citation and select Resubmit.
Bad citation
 If there is nothing wrong with the citation, send the request to another partner. RapidILL first resends the request
to other lenders. The request is only resent to the original lender if there are no alternative lenders. If the borrower
sees that the request is resent to the same RapidILL partner, the borrower should choose a different partner.

Cancel request not
au A cancellation request can be rejected by the partner.

accepted
Cancelled by A request can be canceled by the lending partner and notification is received by the borrowing partner. When a lender
partner cancels the request, if there are other lenders, the request will be sent to them. Otherwise, it will remain at this status.
C lled b

ancelled by A request can be canceled by a patron.
patron
Cancelled by staff A request can be canceled by a staff member. The borrowing library is not fulfilling the request.
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Claimed

Conditional

Created borrowing
request

Damaged
communicated

Declared lost by
partner

Deleted

Digitally received
by library

Expired

Exported to third
party

For peer-to-peer partners, selecting the Automatic Claim field on the partner record enables the Time to Claim
(days) field. This triggers an automatic claim letter (RSBorrowerClaimEmailLetter or General message) when a
configured period of time is reached.

When a claim letter is automatically triggered, the request status is set to Claimed.

The lender has responded with a conditional response to fulfilling the request.

The request was created but was not assigned a partner.

A damaged item can be reported by the partner. When enabled, the Damaged row action is enabled for a borrowing
request. See Managing Resource Sharing Borrowing Requests.

An item can be declared lost by the partner.

Staff can delete requests but staff cannot see these requests. Your requests at this status are not visible.

Request can either be closed automatically once digitally supplied or requests can remain open once delivered.
Requests remain with this status.

Request expired for the lender. If there are no other predefined lenders, the request moves to the next lender.
Otherwise, it remains at this status.

Note

Expired is a final state. When a request expires, the request is cancelled and a letter is sent to the patron. The
request remains active enabling a librarian to reactivate the request if the librarian chooses to look for another
lender.

Note

When the parameter rs_keep_expired_request_active (Configuration > Fulfillment > General > Other
Settings) is set to true (default false), Expired requests are editable and partners can be added manually.

The request was sent to partner as a last resort and is being processed outside of this system.
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Externally
Obtained

Lender check in

Loaned item to
patron

Local holding

Locate failed

Locate in process

Lost and fee paid

Lost communicated

Manual renew

Mediated Patron
Renewal

Overdue request

Pending Approval

Manually update the status after receiving an item from the third-party partner. This is used as part of the Sending a
Request for a CCC GetltNow service.

This status must be set manually. The request is not closed by the borrower until a message is received that the item
was checked in.

This option should not be selected in workflow profiles that are used by broker partners because it causes the request
to wait for lender confirmation.

Item was checked out for the patron.

Item was identified as local owned.

A lender match could not be found. Staff may want to review requested data or, manually assign a lender, or cancel the
request.

This status is a temporary status used while searching for a holdings match.

This is a manually set status for updating the borrower that the lost item fee was paid.

When the Lost action is selected for a borrowing request, the request's status changes to Lost Communicated, and a
letter is sent to the lender.

Enable manually approving renewal requests for borrowing partners linked to the specified workflow profile when
automatic renewals are not allowed.

For details on system behavior when this option is selected, see the Renew and Renew Reply entries in Workflow
Actions.

Enable Mediated Patron Renewal to require operator review before renewals are transmitted to the lender. A
mediated renewal receives the status of Mediated Patron Renewal while it is waiting for operator review. Once
requests are sent to the lending institution, the request status is set to Renew Requested.

When the Send Overdue Message to Resource Sharing Borrowing Partner job runs on the lender side, an overdue
message is sent to the borrower and the request status is updated. See Send Overdue Message to Resource Sharing
Borrowing Partner.

This status is triggered by the copyright process.

Ex Libris, Part of Clarivate


https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/030Fulfillment/050Resource_Sharing/010Resource_Sharing_Workflow/Borrowing_Requests/040Sending_a_Borrowing_Request#Sending_a_Request_for_a_CCC_GetItNow_Resource
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/030Fulfillment/050Resource_Sharing/010Resource_Sharing_Workflow/Borrowing_Requests/040Sending_a_Borrowing_Request#Sending_a_Request_for_a_CCC_GetItNow_Resource
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/030Fulfillment/050Resource_Sharing/010Resource_Sharing_Workflow/Lending_Requests/Managing_Resource_Sharing_Lending_Requests#Workflow_Actions
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/030Fulfillment/050Resource_Sharing/010Resource_Sharing_Workflow/Lending_Requests/Managing_Resource_Sharing_Lending_Requests#Workflow_Actions
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/050Administration/070Managing_Jobs/030Scheduled_Jobs#Send_Overdue_Message_to_Resource_Sharing_Borrowing_Partner
https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/050Administration/070Managing_Jobs/030Scheduled_Jobs#Send_Overdue_Message_to_Resource_Sharing_Borrowing_Partner

Physically received
by library

Reactivated

Ready to be sent

Recalled by
partner

Received - not for
loan

Rejected by
partner

Renew request not
accepted

Renew requested

Renewed by
partner

Report damaged
item to partner

Reported lost item
to partner

Request accepted

This status is automatically set after applying the Receive action.

A request receives this status after using the Reactive action after staff have further acted on the request.

To enable this feature, you must contact Ex Libris Support.

The request is waiting to be sent to the partner.

This is a manually set status when the lender uses the General Message to recall the item.

The Recalled by Partner status places a recall on the item even if the Terms of Use prohibits recalls.

The item was received by the borrowing library; however, the item is not available for loan to the patron. Some
examples of when to use this status are: When the due not cannot be assigned or when the library hours are not
configured.

The lender has rejected the request as they are unable to fulfill it.

The lender has rejected the request for renewal.

A request for renewal was initiated.

The lender has granted permission for renewal.

This is a manually assigned status set after sending a general message to the lender or contacting the lender to notify
them that an item was damaged.

This is a manually assigned status set after sending a general message to the lender or contacting the lender to notify
them that an item was lost.

This is a manually set status. A requested item can be accepted by the partner.
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Request
Completed

Request sent to
partner

Returned by patron

Returned item to
partner

Shipped Digitally

Shipped Physically

Waiting for cancel
response

Will Supply

Note

This status can be used in the workflow profile and used for proprietary purposes.

This status is a terminal status and all aspects of the request are completed.

The request was sent to the partner, and the partner is processing the request.

The patron has returned the item, and it is in transit to the resource sharing library for that library to scan in and return.
The status updates to Returned to partner or Shipped to partner.

The patron returned the item. The item is in transit to the resource sharing library to be scanned in by the lender.

This status is used when borrower_document_delivery_send_automatically is set to false in order to mediate the
forwarding of digital content to the patron, or if documents are shared as attachments rather than links.

The partner updated the status to Shipped.

When this option is selected, if a borrower cancels a request, the request is not actually cancelled until the lender
sends a cancellation response.

A partner can change the status of the request if it has not yet shipped but will be shipping soon.

Managing Alerts

When configured, (see Managing Borrowing Alerts), alerts indicate that the borrower must act manually to continue the

workflow.

1O Rapidotile18041247453
by Author_18041248604
Atlanta Technical College
9 Stipped Physically

o

apido.
2023 12:52:47 DT

2023
r: O1GALISRTC0000166.

Alert icon
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Canceleld by Patron

If a patron cancels a request already shipped by the lender, the borrower receives an alert in the borrowing task list that the
patron cancelled the request.

< Bortowing Requests

2 0 Author - Q  sortby: UpdateDate 1=

10 Rapicotle 18041247453 Requested: Book (Physical) [T
by Autho_18041248604 Request
Atlanta Technical Colege
@ Shipped Physically

Due date: 08/0212023

suonoas

Due date: 05/02/2023 = -
xtemal et Notes = B
01GALISRTC0000166.

A nens) =2

Rapidotie18041018967

© AddNote

Due date: 05/02/2023
Extemal dentfe:

Query to patron ~
01GALISRTC0000155.

No active query to patron
50 Rapidolile18040743284
by Author_18040745224

Rerts ~

@ Shipped Physically

s Rapidotitle18040528306.
by Author_18040529609
Atlanta Technical College - Resource Sharing

Alert

If the borrowing library receives the item for the cancelled request, a message appears informing the borrower that the item
should be sent back to the lender.

RequesyProcess Type Reguestr

Message to return item

Failed to Update Lending Request Date

Lenders receive alerts when a loan due date is updated because the borrowing library is closed when the loan is due
back. A job is used to notify the lender of the updated due date. When enabled (see Managing Borrowing Alerts), If the
renewal request job fails after running for the third time, the alert Failed to update lending request due dateis
added to the borrowing request. This alert indicates to staff that the lender was not informed of the updated due date. Use
this indication to take action to contact the lender to have them manually change the due date.

Labels

Creating Labels Manually

Labels can be manually added as needed using free text when managing Borrowing/Lending Requests by selecting the
borrowing/lending item and adding a label in the right pane.

10O The Midnight Library Requested: Book (Physical) Edit
E by Haig, Matt ISBN:
fad Requester:
() Request sent to partner Created: 06/21/2023 08:41:48
AM PDT

External identifier:

Find_Partner

Add Label
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You can also add multiple labels by selecting multiple checkboxes.

< Borrowing Requests (1-20 07 1242)

20 Author v Q  Sortby UpdateDate v I5
1O - Slogren-Syndrom/ Journal der Deutschen Requested: Aricle Olital) -
O
by Ancre, Fona ; Bockle, Barbara C. Requester. EYSTAZIIET e
g — Created: 29/5¢p/2022 16:45:42 10T jobG @ Sidgren-Syndrom / Journal der
i L ot . Deutschen Dermatologischen
2 kg
.
2 [ s Evola Science (American Associaton forthe Requested: Artile Oighal) et
W Advancementof Science) S 0036.8075 4

oy Halloran, M Elzabeth: Vespignan, Alessandro: Bhart,  Requeste: 3. Rolas, Ana avalable
Nita; Feldstein,Leora R Alexander, K A Femar, Matthew . Createc 29/5ep/2022 11:16:42 DT

(© Request sent to partner

O e
50 Intersections of Contemporary Art Anthropology and Art  Requested: Book Chapter (Digital) B Notes it e
History n South Asia: Decoding Visual Worlds, 1SBN: 3030058514 CEN Request form (as| [ approved
by Pere Pathek Dev Nath Requester. avalable

Create: 08/Dec/2020 10:48:33 15T 0 need.y.cate spproved

Test Bethel nivrsity - Min Libran
v v External identiier 16936214 @) emat

© oighay recetedty Ibrary

(0] SELF.OWNED_APPROVED

Multi-select labels

Once labels are created, they can be used for creating Radio Sets. For more information, see Rapido Sets.

Save as a New Set

Approved Labels

Creating a set based on labels

Creating Labels Automatically

Labels can automatically be added to borrowing requests based on a Borrowing Mediation rule or Copyright rule that adds
labels to requests due to the condition. For more information, see Borrowing Mediation Rules.

Borrowing Mediation Rules

Borrowing mediation rules can be configured and used for managing borrowing requests to enable staff mediation,
automatically apply labels, support fulfillment of locally owned items, or automatically cancel requests. For more information
on configuring mediation rules, see Mediation Rules.

Mediating Based on Frequency Request

When the mediation rule input parameter Number of requests for the same resource within a given period of

time (Configuration > Resource Sharing > Rapido Rules > Borrowing Mediation Rules) is configured, requests can
now be stopped for mediation for library staff to consider acquiring a resource based on the number of requests for a
specific item during a specific period of time.
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Borrowing Mediation Rule Editor
Name + | Purchase Consideration

bescpton |

Created 8y Staff,Ex Libris CreatedOn  15/09/2025

Updated By Staff, Ex Libris Updatedon  13/11/2025

Input Parameters

months.)

2 Labels Notin st PurchaseDecined

Output Parameters

Mediation rule to consider for purchase

Mediating Based on ISBN/ISSN

You can upload a spreadsheet that contains a list of ISBNs/ISSNs that the institution would like to mediate in order to

determine whether to allow borrowing resource sharing for the resources included in the file. For example, this can be used
to mediate requests for textbooks. This is done from the Input Parameters (Configuration > Resource Sharing > Rapido

Rules > Borrowing Mediation Rules), select Add Parameter > Excel with ISBN/ISSN. Select the folder icon

|
to upload an Excel file.

Note

The Excel file can only contain one column.

< Borrowing Mediation Setup cancel “

Borrowing Mediation Rule Editor

Name* | Mediate by Resource ID
Desciption
Created By ExLibris Created On  08/Mar/2023

UpdatedBy  ExLibris UpdatedOn  08/Mar/2023

Wisa_Iss staisx =]

Excel with ISBN/ISSN Input Parameter

When a request is received that contains an ISBN/ISSN that is listed on the Excel file, the request is stopped for mediation

and the label that you define in the mediation rule is added to the request.

< Borroing Requests (1-2001
o0 aherv Q  Sortby UpdateDate + 15 © Cresterequest + | B & Hv

(3 helllo/ Food
Universiy of Deusto

46KTHO016725

Book (Physical)

Request stopped for mediation
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Mediate if Missing Metadata Example

If the request should be mediated by staff and if it is missing metadata, a mediation rule can be used. Adding an escape
label, the label that the staff should add to release the rule from mediation, can be useful for requests that may lack that
metadata field. An escape label is added to the rule by using a label as an input parameter with the Not In List operator.
Staff then add this value to the request to release the request from this mediation rule. Enrich from Global Index is an action
that can be used to edit or add fields to a request. For more information, see Enrich From Global Index.

me* M

Created By  Staff, Ex Libris CreatedOn  07/Apr/2021

Updated By ~ Staff, Ex Libris Updated On  23/Mar/2022

Input Parameters

1 Missing Book Metadata Fields In List SBN

2 Labels Not In List SSN_added_OR_not_needed

Labels  |sBN_Missing

Mediation Rule

Mediate on Partner or Pod Example

Requests can be mediated before they are sent to specific partners or pods. If requests require staff review before sending
to a partner of last resort, a partner that charges, or an external partner, this partner can be added as an input parameter to
the request. Mediation occurs at the Ready to Be Sent status with the designated partner. Creating the rule with a

unique output parameter label can indicate to staff the reason for mediation. Staff can review the request to determine if it
can be sent to this partner or if additional actions are required first.

Review and workflows may be performed through Enrich from Global Index action to modify request data and fulfillment by
higher priority partners, an acquisition workflow, or Send Query to Patron workflow. If staff determine that the request
should be released from mediation and sent to the partner, the rule, which includes an escape label (an input parameter
with a not list label), supports this workflow. The manual addition of the escape label by the staff allows the request to be
sent to the partner.

Note

Mediation rules can be created with the Partner input parameter and the Stop output action, giving libraries control
over the workflow. They can review the request and edit it prior to saving and working with this partner. They can
modify data and recalculate to work with a new partner or choose whether to add a new partner manually, cancel the
request, or run the acquisitions workflow.
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< Borrowing Mediation Setup Cancel ﬂ

oo Vedton oo )

Name + | Review requests before use system of lastresort

Description
Created By staff, Ex Libris CreatedOn  15/08/2023
Updated By Staff, Ex Libris UpdatedOn  06/09/2024

Input Parameters

© Add Paramets [
Name Operator Value
1 Requested Format = Physical
2 Partner - Partner of Last Resort
3 Labels Notin List Extemalpartnerokay
Output Pa

Labels | extemalpartner - Action

Mediation Rule with Partner Input Parameter

Mediating Based on Copyright Status

The library’s copyright rules can be applied to manually generated requests by mediating the request according to the
copyright status.

To enable library staff to work more efficiently, when the
parameter rs_borrower_copyright_management (Configuration > Fulfillment > General > Other Settings) is set to
true (default false), copyright information for requests is displayed and manageable from the right pane of a request.

< Borrowing Requests (12007102
use smartwaten/ Computers i human Requester 3 Sera e
Created: 18/07/2018 1037 2 av x
S
5 e @secar
Requested: Arcl (igital =
Request information ~
ma. Digial
ny
by Hong, Jon-Chao fer: 4988411160000121
Created borrowing request o 772018 1035
Updated: 18/07/2018 1036
12 () - o -
&= O Crested bomowingrequest Request attrbutes ~

Copyright status

‘Agree o copyright tems

© Created borrowing request Created: 23/05/2018 1735

Copyright status on the right pane

To edit the copyright status:

1. Select the pencil icon

¥ 4

Note

The copyright information can only be edited for requests that have not yet been sent.

Request attributes ~

Copyright status

Agree to copyright terms

Edit Copyright status
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2. Select the relevant Copyright status, select Calculate copyright status, and select Save. The request status
updates based on the copyright calculation.

Note

When Copyright approved or Copyright not required is selected, the request is allowed and released. When
Copyright not approved is selected, the request is stopped for staff intervention.

Request attributes A
# Edit request attributes X
Copyright status Agree to copyright terms

No copyright restriction »

Calculate copyright status

Set Copyright status

The copyright status is also accessible from the Edit pane.

< Resource Sharing Borrowing Request Recalculate Partner | | Cancel Request || Saveanddit | | Cancel E

+ | staff, ExLibris x = @

source sh

ws | pending Approval

Copyright status on the Edit pane

Workflow Actions
Each item includes the request details and the request status. Filter the requests using the facets or search bar.

Select an item to add labels to the request or save the request as a new set. You also have the option to append a note to
the request.

Select edit to update any of the request details. Select

to apply the relevant action to the request as per the Actions table. The request status updates according to the action
selected.
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Additionally, the request status updates when the lending library performs an action for the request.

Note

The available actions depend on the request status.

< Borrouing Requests 1205155 [ ]

4 [+ | Botany/ Australian journal of botany Requested: Artcle (0igita))  (EXEIIE) it

B2 (onine) ISSN: 1444.9862 Gocument deery o “ aTox
== Voel nst.for Advanced Studies I Libary  Requester —rr . "
pohtloiirstindiios R e owned e B Identifying and understanding the drivers of
Ubrary Created: 03/Aug/2022 high water consumption / Journal of cleaner
( Request sentto partner 142453 107 production
Extemna centifer by Beal,Cara
011001210002476 1SS 0959-6526
Extemal dentifer: 20061507
5 [J ¢ | Botany/ Australian journal of botany Requested: Artcle (igita)) (XTI | Shioped Digital
B2 (Online) ISSN: 1444-9862 document_delivery tppedpiotaly
== Vol nst.for Advanced Studies I Library  Requester. e ronacianala © dsLavel
and info Science - Resource Sharing 'S staf, ExLibis
Library Created: 03/Aug/2022
© Request sent to partner 142538 10T

Externalidentifer:
011001210002475

Request form (as filled by requester)

s 0 dentifying and understanding the drivers  Requested: Artcle (Digital) B Notes it e ) Emal: Noam.Amit@Clarivate.com
W of high water consumption / Journal of  ISSN: 0959-6526 3 File
ceaerpoducton Requester aalable Al e dentiyingand understandig th dtves of hgh .
by Beal, Cara D & Farkas, Oren
Voo ot for Advanced St i Librry  Greate: 05/Jan2025 Al authr sel, Carad
andino Sience-Resouce Shaing | 133033157
Library External identifier: Volume: 172 el o
O stipped Dightaly 200107 Chapter number: -
7 [ [ Wolking motheringand care:asensory  Requested: Aricle (digtal) B Notes Eh | o GEmE 27 s 2
[ ctmography ofjoumeying onfootwith  1ssw: 0966-369% =
children in Wollongong Australia / Requester () Note: This note s tolet you know that  realy need this material.
Gender place snd e ajouamalof (@ Faas 0%
feministgeagrphy Gested: 11/ve02022
b Clement,Susonah Wi, Gordon 12:14:54 15T
aa0ssss Reqveste () aras,oren

Library (Community)

Resource Sharing Borrowing Requests Task List Page

You can also multi-select requests to apply bulk actions to the requests.

Refine by A < Borrowing Requests (1 -20 of 35 m

Clear all I Author ¥ Q  Sortdy updatepate v IF
Tanage  Change
Rapido Indicator ~ Labels  Status € Create request Refresh | [ | ¢ E 2 &
No (19) il b
Yee 0e) D Sari AP Book Ttk") Edn
by Bréndi, Sebastian
Labels ~
NGRS INST 03 Inst - Resource Sharing Library
L) (@ Physically received by library
dddd (2)
labels. rule (2)
+More (3)
Activity Status ~
Edit

Active (35) :D Sarl AP Book Title 1
E by Brandli, Sebastian

3034014929

Status - NGRS INST 03 Inst - Resource Sharing Library
- Staff, Ex

Cancelled by staff (2) %) Request sent to partner

Local holding (5

G 2/25/2021
Pending Approval (2] 1

Borrowing Requests

Note

To filter out borrowing requests from active Rapido sets, see Configuring Borrowing Request Inactive Filters.

Resource Sharing Borrowing Request Actions

Assign to Use this action to assign the request to a user.

The borrowing request cannot be canceled after shipment, but the fulfillment request can (either using My Account for patron
or using Manage Patron Services page for staff). If a fulfillment request is cancelled after shipment, upon receiving the item
Cancel in the borrowing library, the item is immediately marked to send back to the lender.

The Cancel action only appears when:

Ex Libris, Part of Clarivate 14


https://knowledge.exlibrisgroup.com/Rapido/Product_Documentation/02_Configuration/05_Borrowing_Customization#Configuring_Borrowing_Request_Inactive_Filters

Cancel
partner

Check Out
to Patron

Conditional
Reply

Convert
Request
Type

Convert To
Rapido
Request

* The request is still active.
* The request does not have a status of Loan.
» The request has not been shipped.

* No partner exists or the active partner is associated with a borrowing workflow profile where the Canceled by staff Is
included.

When canceling a request, the request’s status becomes Canceled by staff.

You can also delete requests in Primo, on the My Account tab. When doing so, the borrowing request’s status becomes
Canceled. If an item is on the hold shelf when canceled in Primo:

* The hold request is canceled
* The item moves to the expired hold shelf
* The request is marked as Completed
For details on the Primo My Account tab, see My Account.

When a request is canceled, a message is sent to the patron. The letter is Ful Cancel Request Letter. To configure the
message, see Configuring Rapido Letters.

This action sends a cancellation notice to the lender and the borrowing request is kept active so that Rapido then looks for the
next possible lender.

Use this action when you do not want to use the current partner, for example, a non-responding partner.

Note

This action is accessible from the full view of the request and will soon be added as an action in the actions menu.

Marks that the patron received a physical non-returnable item and completes the request.

This action enables the lender to send the borrower a condition for the request. When selecting this action, you have the
option to select a Conditional Reason, Date for reply, and a Note. Select Yes or No in response to the condition specified
by the lender. If the response is Yes, the request status changes to Sent and the Date for Reply field is cleared. If the
response is No, the status changes to Rejected by Partner and continues to the next partner in the rota.

You can change the type of request by converting the request type and adding the required information (such as pages or
chapter numbers when converting to a book chapter).

This action is only available during implementation for the testing period.
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Damaged

Duplicate

Enrich from
Global
Index

Find
Partners

Fill locally

General

Send an email to the lender to report that damage occurred and set the status to Damaged communicated. Appears only:

* When Damaged communicated is enabled in the borrowing workflow profile. See Adding Workflow Profiles.

Create a new request based on the existing one. You can then modify the request as required on the Resource Sharing
Borrowing Request page.

When duplicating a Resource Sharing Borrowing request, the values in the following fields are copied to the new request:

« Title

+ ISSN, ISBN (Metadata fields)
* Author

* Requester

* Owner

* Request Status

* Requested Format

* Delivery Location

* Request Note

This action automates your ability to improve the data associated with the request, for example where poor metadata was
provided in the Resource Sharing Blank form.

For circumstances where none of your partners can fill your request, the Find partners opens the Potential Lenders list of
lenders who have the requested resource and can possibly fill the request.

Used for document delivery for material owned by the institution using Rapido.

Note

This action is only applicable for digital requests.

+ Upload existing file — When a digital request is active, Rapido offers a Fill locally action so that the borrowing
institution can locally fill a request without needing to send the request to a lender in cases such as where the resource
was found in open access or the library owns it. When using the Fill locally action, the borrower can either Upload file to
send the resource and complete the request from the borrower's library. Once the file is sent, the system closes the
borrowing request, and the partner is set to the borrowing library name.

+ Create lending request — You can use the Create lending request to supply the file at a later stage. In this case, the
lending request will be awaiting your staff to be fulfilled.

Note

This action is also available for libraries that are closed for lending.

Send a general message with a borrowing request to a lender (for ISO/Mail partners)
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Message

Locate
Resource

Lost

Override
Local
Holding

Purchase
Request

Reactivate

Note

This does not include requests processed by Rapid.

A non-Rapido request manually activates the Borrowing Locate process. This action only appears if the request has an
assigned partner or rota. See Borrowing Locate Process.

Send an email to the lender and set the status to Lost communicated. Appears only:

* For Rapido email or ISO partners

* When the request is received by the library (and not as Physical non-returnable) and has not yet been returned to the
partner.

* When Lost communicated is enabled in the borrowing workflow profile.

This action is relevant for Document Delivery. Rapid prevents you from placing requests that you already have a holding for
such as digital requests for resources that your institution owns. Use this action to override this and enable the request to be
sent to Rapid.

For Fulfillment Services Operators / Managers with the privilege Submit Purchase Request RS enabled, you can create a
purchase request with the information in the borrowing request. If you do not have this privilege enabled, open a support
ticket. If the borrowing request is inactive, you are directed directly to a purchase request form. If the borrowing request is
active, a window is displayed to select whether to cancel the borrowing request or keep the borrowing request active
alongside the purchase request.

The purchase request's requester field is populated so that:

+ If the resource sharing request was canceled, the field is populated with the requester from the original borrowing
resource sharing request.

+ If the resource sharing request was inactive or kept active, the requester field is populated with the logged in user's ID.

This action is available:

1. If the Operator has the Reactivate privilege in the scope of the owner of the request (contact Ex Libris support to enable
this option).

Appears only when Reactivated is enabled in the Borrowing Workflow Profile. See Adding Workflow Profiles.

The status is one of the following: CANCELLED, REQUEST_COMPLETED, CANCELLED_BY_PATRON ,CANCEL _
REQUESTED, REJECTED, EXPORT_TO_THIRD_PARTY.

Select this option to reactivate a resource sharing request whose status is Request completed or Shipped digitally. It is
intended to revive a completed request, enabling it to reset its status and put it back into the proper workflow step. It updates
the last active lending request. When using this action, you can send a message to the lending side. A temporary item is
recreated using the previous barcode with the process status set to In resource sharing. The library and location of the item
are set to the same values as when the item was initially created. If the item is not yet on loan, a hold request is reinitiated.
When reactivating, two options appear on the confirmation window: Reactivate loan and Send general message. If no loan
is initiated, the request status is Request Reactivated. The request's original external ID is maintained.
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Recalculate
Partner

Receive

Reject

Release
assign

Renew

Request
Renew

Recalculate is used for Rapido pods to re-run the process to find a partner. For rotas (including locally managed pods), non-
active partners from the rota are removed, and it re-runs the process of auto-assigning a rota. It is a valid action if the
requested item has not yet shipped. This action sends a cancellation notice to the partner assigned before using the action.

We recommend using this action for cases such as locate failed, or when the request is stuck on Created Borrowing
request. Additionally, use this action after making changes to mediation labels or request metadata if the new information
should be used to recalculate the partner.

Note

During the Rapido implementation, this action is also used to route a request to Rapido (not needed for every request!)

Select a receiving format and enter a temporary barcode to enable receiving the resource. If the generate_resource_
sharing_temp_barcode configuration setting is set to true, the temporary barcode is displayed automatically (see
Configuring Other Settings).

Use Reject to update a request that was rejected by the lender but not automatically updated on the borrower side, for
example, using email. When used on the borrower side, it does not send any message to the lender but does try to find
another partner. It is a valid action if the requested item has not been shipped yet.

Enables you to unassign an assigned request from a user.

Note

This option is only available for Rapido requests if the pod’s terms allow renewal.

Renew a resource sharing borrowing request. A dialog box is displayed to enter a due date for the request and an optional
note in the Internal note and/or Note to partner fields. For details on these fields, see step 3 in Rejecting a Borrowing Request.
The request status updates to Renewed by Partner. For more information, see Managing Borrowing Renewals.

This option is displayed when Staff renewal is selected for lending requests in the Resource Sharing Lending Workflow
Profile (see Configuring Workflow Profiles).

If the request is renewed, a message is sent to the patron and a renewal fee may be charged. The letter is Full Borrowing Info
Letter. To configure the message, see Configuring Rapido Letters. A resource sharing renewal fee is set as part of a fulfillment
policy; see Adding Fulfillment Policies.

For more information about requesting renewal of a borrowing request, see the ISO ILL: Request Renewal video (10:06 mins).

Request renewal of a resource sharing borrowing request under the following conditions:
* The lending pod must allow renewing.
* A Resource Sharing Lending Workflow Profile exists with Staff Renewal enabled.

* The partner is not part of a fulfilment network.
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Resubmit

Resupply
Request

Return

* The item has arrived.

* The item has not been returned.

A dialog box is displayed to enter a due date for the request and an optional note which appears in the Notes tab page of the

request.

Note

The renewal due date calculation includes the loan period, and the return shipping time to the lender.

For example, if the pod terms shipping time is seven days, and the loan period is 21 days, the renewal period is 14 days,
and the current date is May 1, 2021, then the Lending Due Date = May 21, 2021 (14 (renewal period) + 7 (shipping to
the lender)).

The loan period is the Borrowing Due Date minus the return shipping period. In our example, May 21st - seven shipping
days = May 14, 2021.

If the Resource Sharing Lending Workflow Profile has the Renewal Response and Staff Renewal options selected, the
request status changes to Renew Requested. For details on workflow profiles, see Configuring Workflow Profiles.

If the request is renewed, a message is sent to the patron and a renewal fee may be charged. The letter is Full Borrowing Info
Letter. To configure the message, see Configuring Rapido Letters. A resource sharing renewal fee is set as part of a fulfillment
policy; see Adding Fulfillment Policies.

Note

This action can only be used once.

Note

If Renewal Response was not selected for the workflow profile, the request is automatically renewed after selecting the
Request renew link; the request's status is Renewed by partner, and the Renew link does not display.

This option appears for requests with a Received status.

Send the request to Rapid again.

For Rapid document deliveries, after a request is completed, Rapido enables you to request a new copy of the original request
in case the original request was not properly received. This action reopens the request on the borrower's side for RapidILL
requests if the request is complete.

Note

Borrowers can select resupply more than once per request. The limit is up to eight resupply per request. Resupply can be
performed for a request with the same lender twice. Afterward it moves to a new lender. Resupply can be performed for
four unique lenders on a request.

Displays when the request is received by the library (and not as 'Physical non-returnable') and has not yet been returned to
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Search in
Market

Send email
to partner

Send Query
to Patron

Show File

Status
Query

the partner. If the borrowing Workflow Profile for the partner includes the Lender check in option, the request status changes
to Returned item to partner (see Configuring Workflow Profiles).

The Resource Sharing Return Slip Letter is printed when returning a borrowing item to the lender. For more information, see
Configuring Rapido Letters.

This action is visible if the:
* Request is material type of book
* Request format is physical
» Library is using Rialto
+ Staff have the appropriate user roles:
o Your current user roles plus Rialto roles.

o To search in the market you need CART_MANAGEMENT privileges. See Rialto User Roles — Descriptions and
Accessible Components.

> Rialto Administrator, Rialto Manager, Rialto Purchaser, Super Selector, Selector, and Selector Limited.

Use this action to email a partner directly from the borrowing task list request. This option eases workflows, such as when a
borrowing library wants to ask a question or for any type of messages such as a thank you note. These messages are saved
in the request for future reference.

Correspondence can be initiated using the Send email to partner action or from the Start Communication button on
the Communications tab.

Display the query types configured on the Patron Query Types Code Table page (see Configuring Patron Query Types). The
Select email template dialog box appears to select the email template you want to use for the query. The dialog box also
contains a Note to Patron field for a free text note to be included on the Query to Patron letter (QueryToPatronLetter). If there
is only one template type of Query to Patron, the dialog box is displayed with just the Note to Patron field available for input.

For details on system behavior when selecting this option, see Configuring Patron Queries.

Applies to digital requests. Selecting this option downloads the file.

Request a status update from the lending institution. This is only applicable to Rapido and ISO partners.

The returned borrower ISO status is recorded in a note. Each ISO status corresponds to the following Rapido request
statuses:

* Not supplied — Rejected by partner, Locate failed, Canceled By Patron, Expired

» Pending— Created borrowing request, Request sent to partner, Ready to be sent, Locate in process, Will Supply,
Pending Approval

* In Process— Loaned item to patron, Returned by patron, Renew request not accepted, Renewed by partner, Renew
requested, Renew Accepted, Mediated Patron Renewal, Exported to third party, Manual renew, Automatic renew, Waiting
for receive digitally
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» Cancel Pending— Cancel request not accepted, Waiting for cancel response

+ Canceled — Canceled by partner, Canceled by staff

» Shipped — Shipped Digitally, Shipped Physically

» Received — Physically received by library, Digitally received by library, Received - not for loan
» Overdue — Overdue request

* Returned — Returned item to partner

» Checked In — Request Completed, Lender check in, Externally Obtained

* Recall — Recalled by partner

* Lost — Report lost item to partner, Declared lost by partner

* Unknown — Report damaged item to partner

For digital requests or for any requests the library permits sharing electronically, use Upload file to attach the file to the
request. This enables the Send to Patron option to be available.

Upload file
Note
For this feature, your browser settings must be configured to allow viewing of PDF files.
View requested information. Only displays when the request’s status is one of the following:
* Returned item to partner
View » Request completed - The request was either delivered or canceled before reaching the hold shelf.
+ Shipped digitally
+ Canceled by partner
» Cancel requested
View Local . . .
Resources If local resources exist but a borrower creates a resource sharing request, you can view the local resources for the request.
New for

March! View  Shows the job information for the last locate job that ran for the request when the request partners are peer-to-peer ISO Alma
locate resource sharing partners.
History

Reactivating Accidentally Returned Requests

Reactivation can be performed from the Request Completed status. If needed, a status can be changed manually to then
perform reactivation.
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Califomia State University, Fullerton - Pollak Library TR Change Status.
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Status Query
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Find partners

Reactivate option

From the Reactivate menu there are actions to choose from.
Reactivate Loan checks the item out to the patron, but it does not update the status to Loaned Item To Patron.

Send General Message is a convenient means to communicate to the lending library that the request has been
reactivated. The request is now Reactivated and can be checked out to the patron using regular workflows.

Reactivate

You are about to reactivate a completed request. In case physical item was
delivered, the item will be created again with the same barcode. In case the item
is loaned to a patron, you can select to reactivate the loan checkbox.

Reactivate loan ] |

Send general message

Note Enter Text Here

Reactivated request

Adding a Note

You can add notes to requests by selecting Add Note from the right pane.

< Borrowing Requests (1-20¢11329
2 0O Author v Q  Sortby UpdateDate * IF © createrequest ¥ | B & v
10 Studies i exegesis - Chistian cques Recuested: Book Chaper e Sectons v et 4w X
of ewish law and abbinic esponses,  (Digtl)
T0300CE./ ISBN: 9004115489 (cloth Studies in exegesis : Christian critiques of Jewish
g ! ok pepen) [ZRRRPY 12w and rabbinic responses, 70-300 C.E. /
RPDO-North Carolin a Charotie-  Requester o Baser erbert
MainLbary 3 sat s o
© Reauest sentto partner Created: 05/Mar/2023 fpspssiis
TETLL Extenal denifer: 20391613
Extemalcentfer: -
pinies  Request sent o partner
© AddLabel
20 Flower drum song: a musical play Requested: Book e
oy Rodgers, Richard; Hammerstein,  (Physical)
Oscar,I; Filds, Joseph; Lee,C.Y Requester B toes
Bethel niversity - Bethel Universty 3, Foyer, Gedalia Request form (as filld by requester) v
Library (Community) Created 18/0ct/2022
9 Ready tobe sent 143140 0T Request information ~
Exemal centfe: Requested format Digital
oriorataeozsso Fesueaameda: oy
Lending ary: RPDO - North Carain at Charlotte - Wain Library
§ 0 ) Combinin  Tianum-Oraric Coge s A B ot = e e e
and a Hydrogen-Bonded Organic Cage  (Digtl) e s et
for Highy Effective Thirc-Order s 14337851 Chea Zanmenia025 050402 5
Nonlinear Optics / Angewandie Chemle  Reaueste
(ntematinal ed) S Fars e Notes ~
oy He, Yan-Ping; Chen, Guang Hui Ui, Crealed 07/Feb/2023
De-Jing; L, iao-Hong  Zhang, Lelz.  17:59:37 IST o
Bethel Univerity - Bethel Universty  Extermal centfier “
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Add Note

By default, system notes are included in the Active Notes facet, but notes added from the right pane are added as
dismissed, and therefore, the note is not included in the Active Notes facet.

~ < Borrowing Requests (12001329

o0 auers Q sonny UpdateDate 17

ter
onanizi000z380

o Miin Lirary &

P
222

Active Notes facet

To activate notes added from the right pane, edit the request, and select Update Notes > Activate Notes from the Notes
tab.

< Resource Sharing Borrowing Request Recalculate Partner | Cancel Partner | Cancel Request || Saveand Edit | Cancel ﬂ
Studies in exegesis : Christian critiques of Jewish law and rabbinic responses, 70-300 C.E. / e -
Partner Name: RPDO - North Carolinaat Charltte - Mal Extemal 20391613 Profile Type  RapidiLL

identifier
Labels
N R N
Generalinformation  History ~  Rota®-  GeneralMessages  [Notes]  Recelveditems  Attachments®~ Held By
1-1001 | crestedty~ a s ] OaNoes B O
Somdon  vupiedon  Supdedny o I
1. 23/Mar/2023 23/Mar/2023 Staff, Ex Libris ready to be sent Dismiss Notes

Activate Notes

A Notes label is then added to the request, and the note is now included in the Active Notes facet.

Notes label and Active Notes filter

View Locate History

New for March! The View locate History action is available for Borrowing Requests. This action shows only the locate

jobs created for a specific request, enabling users to review the locate report and understand why the locate passed or
failed.

Note

The action appears only for new requests.

To review the locate report:

1. Open the Borrowing Requests task list and select the request.
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2. Inthe row actions list (...), select View locate History. A sliding pane opens and displays only the locate jobs that

were run for that specific request.

§ < comowngReqests (1ot
]
0 Author + Q| Sortby UpdateDate v |7 © CreateRequest + | B € B

ToEs Al 252,
L. 2002, Univershy of Tennessee, Knorvile Tennessee / Yasuyuki Kchi,.B. Mulay, avios Tzerm

suonoas

) Requestsent o parter 158 0821834010

08 15T
Extemal detifer: RAPIDOO10000608

a: Ay
Lending Brary: Rapido 04 Urivrsity - Resource Sharing Ubrary 1
Intemaldentfr 1229852000071

»s > Crested: 270172020 162008 15T

View locate History

3. Inthe row actions list (...), select Report.

Monitor Jobs.

Schodded  sche

1-2012

Report

4. Review the Job Events list to understand whether the locate process succeeded or failed, along with the reasons for

that outcome.

< Job Report Back

° Manual Locate J
Process 0 I

Complted  Fin
Successtully

Job Events

Searching and Creating Requests from the Global Title Index

The following roles can search the Global index:
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+ Fulfillment Services Operator

 Fulfillment Services Manager

You can create Rapido requests by searching the CDI on the Global Title Index.

. Borrowing 'tuucstm Extérnal Identifier »

All tithes
V Physical titles f, Ex Libris = 11/13/2022
Physical holdings

Canfic Wiewe Bartnare
4 Physical items 5 » Configure Views » Moaonitor Jabs » d.ll'.1.—‘. 5
Discovery grministration Fulfillment

Electronic tithes

Electronic portfolios
lar

-

Electronic collection

Digital titles
Digital files: sharingg -

Collection
dovember 14 November 15 November 16
Order lines fonday Tuesday ‘Wednesay

Imvoices 17:00 - 12:00 21:00 - 12:00 21:00 - 12200

Viendirs

View Full Calendar

Funds
Licenses

T Requests
Lending requesis
Borrowing requests
Users |
Courses

Reading lists

Citations
Deposits

Authorities

Glaobal index

Global index

Note

We recommend checking the Do Not Retrieve Local Records from CDI checkbox (Configuration > Discovery >
Display Configuration > Configure Views) to avoid receiving duplicate results from the CDI for resources that exist
locally when using a blended scope or when you do not want to return results for local resources when searching the
central index.

From those results, you can create a request by directly searching the Global index.

Note

To enable you to send a request based on lender information, when searching the Global index, Potential Physical Pod
information and Potential Physical Lenders are viewable in the right pane. Each record displays which pod holds the
resource from the pods you are part of.
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Create a request from the GTI

Select a Requester. Owner and Requested Pickup Location are auto-populated.

Select Save to submit your request. All the details of the request are sent.

< Resource Sharing Borrowing Request saveandedt | | cancel | ([0S
General Information Parameters
Request Atrbutes -

Title  Waking the sleeping beauty: Swarovski's open innovation

Labels
. ]- f—
Request Status | Created borrowing request - Requested Format | Physical
Requested Media Any - Allow Other Format
Date Needed By = e Delivery Location @ Delivertolibrary () Alternative address

Requested Pickup - = = —
Coectip .| Main campus Main and Education Libraries: Main Lit

For Reading-Room Use
only

Willing to Pay Agreeto Copyright
Needs patron

information
Maximum Fee Level of service

Request Note

Send Directly o Partner

Request details

Note

The volume/chapter/page information is not included in the request. The librarian needs to manually edit the request to
add this information.

You can also navigate directly to the Advanced search.

Globalindex v Q

search in: [Global index X

[Keywovds v ] lConlainsKeywor, v ] sleeping beauties

And l Author v Entera value

[ Contains Keywor... ¥

Global index Advanced search

You can also create a request from the Borrowing Requests list by selecting Create Request > From Search > Global
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Index.

< Borrowing Requests (1 - 20 of 1282)
0 o Q. sortby: updateoate + 17

10 Waking Requested B Notes

rsity - Bethel Universty Libary (Community) Requester. CYSTAEIIETS
be sent Created: 14/Nov/2022 11:08:00 ST
Extemal entifer 0100121000238

2 [J o Smallword: eland, 1798-2018 Requested: Book (Physical) B Notes et
by Deane, Seamus ISBN: 1108892617
Bethel Bethel University Library (Community)
9 Ready to be sent

011001210002385

Create Request by searching the Global Index

Then enter your search text in the Global index search bar or use the Advanced search.

-

Partners | cus

b5 | Rota Templates | Manage Purchase Requests | Monlor Requests & fem Processes.

< Globalindex

Sty Rank +

Option to search the Global index

Enrich from Global Index

Enrich from Global Index is a workflow action that supports editing and adding additional metadata to a request. This action
is useful when enriching requests submitted with incomplete metadata via the blank form. Additionally, when modifications
to the request can result in request fulfillment. For example, the user requested via a record that is not held by Rapido
partners. Via the Enrich from Global Index action, staff can view if alternative holdings are available and requestable by
established partners or potential partners. You can enrich a borrowing request from Global Title index results using the
Enrich from Global Index action. This automates your current manual work in cases, for example, where poor metadata

was provided in the Resource Sharing Blank form.

°B

=)

protection movement /

by Shevelow, Kathryn

NGRS INST 03 Inst - Resource Sharing Library
0 Received - not for loan

7 Popartbook

£ by Bigham, Julia ; Monem, Nadine Kathe

) Ready to be sent

ISBN: 9780805080902
Requester
Created: 01/26/2022 24:52:49
PST

Due date: 07/11/2022
External identifier.
01NGRS0002166

Requested: Book (Physical) BN

< Borrowing Requests (1-20of 493
o0 | aamors Q| souby wameome + 1=
Cancel
10 Dragging away: queer abstraction in contemporary  Requested: Book (Physical) Duplicate
L ISBN: 1478018674 o
T by Lancaster, Lex Morgan Requester: EYECIAS TN end
D) Locate inprocess Created: 11/08/2022 07:41:59 Send query to patron
PST
Receive
External identifier:
01INGRS0002817 Reject
Locate resource
2 For the love of animals : the rise of the animal Requested: Book (Physical)

ISBN: 9781904772699
Requester.
Created: 10/31/2022 07:50:04
POT

External identifier
01NGRS0002816

Recalculate partner
Assignto
Purchase request
Upload file from partner

Find partners

Edit -"l} “

Enrich from Global Index
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Workflow

1. Select the ellipses (...) and select Enrich from Global Index.

Edit E|

View local resources

View network resources
Cancel

Duplicate

Send

Send query to patron
Receive

Reject

Locate resource

Recalculate partner

Enrich from Global index

Assign to
Upload file from partner
Find partners

Convert Request Type

Enrich from global index

2. Atfter selecting Enrich from Global Index, a screen with the current information being searched in the Global
Index for the request appears.

3. Select the Search button. Some of the information in the search may be specific to the record currently being used to
request the item. To modify this search, select the linked search query. The values can be modified or removed.

< Globalindex  search Query. and e v a

O  sortby: Rank v Cancel Select €

.
3!5! 1

N

4 Tychecingyour speling
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}‘:;zm.f” o ﬁ

Searchin: Global index v X
©
Title v Contains v The sleeping beauties © B X
Keywords
Author v Contains v ‘Suzanne O'Sullivan © @8 X
And
Keywords
W sen +  contains B ) °© B X

Keywords

—

.. |

Search Query

After selecting Search, the new results appear. The results can be refined by the facets.

< Globalindex (1-120115)  searchauery: : ond a
O | oty pank Cocel st © B

sook

isew: 701525010872,

o 1525010578

L4 ‘The sleeping beauties: and other
ocLc: 1295113480

. stories of mysteryillness
8 By Osullvan, Suzanne London: lcador, 2022)
|| 150N s781525010572,1529010578
. B occssinasn

enders (1-3013)

2Q " ok
2021 (17) IS8 1524748374,

2 ) orms2arasan

w20 Vorc ko 0L 1266908943, 1236898911

up,2021) Loow: 2021005258

fyof cost00usD

nnnnnnn

Resource type and language

After selecting a record, there is visibility into the holdings. If there are pods listed under potential physical pods, the
availability via your participating pods is displayed.

If a record is held by a pod that your library participates in, then potential physical pods are not displayed. However,
potential physical lenders are displayed, identifying potential libraries to establish connections with, showing the
availability and request ability. This information indicates whether the potential lender has enabled data sharing
(Configuration > General > General Configuration > Data Sharing Profile).

< Globalindex (1- 180 16) | Search Query: - " and Au R 2 a
0O sortby: Rank v cancel select & B
10 : Book v x
s I1SBN: 9781529010572,
ondon: 1529010578 T ping beauties: and other
ocLe: 1295113400 Potertalpiyscal - ) [N stories of mystery iliness
B By - OSullvan, Suzanne (London: Piador, 2022)
|| isan:971529010572,1529010578
— a0k @ Display empty secions - ocio stz
s ISBN: 1524748374,
o781524748371
00LC: 1266908943, 1236898911 Potential Physical Lenders (1 - 3of 3) ~
Leow: 2021005258
1o Name: niversty of Cost0.0usD
Wiscor Avilble
Requestable
30 Book 2 pirctory
SN 9781524748388,
1524748382
Cost:0.0usD
4 [0 ... TheSleepingBeauties 2 alable
By Ol e (sl 1SBN: 9781524748388, e
Knopf Doubleday Publishing 1524748382 o
Diectory
Group, 2021)
=== Englsh Lending Temms: Delvred
in’7 days keep for 112
50O The sieeping beautes:and ther ook P
1SN 1523010551,
9761529010556, 1529010535,
sm1s29010534 3 Cost:0.0UsD
ocL: 1242771389 Avllale
Requestable
Directory

Book chapter
ISBN: 1524748374,

Potential physical lenders

To use a record with pod terms, check the Checkbox for the record and click Select. This populates Information from

Ex Libris, Part of Clarivate

29



Communicating with Partners
Use this action to email a partner directly from the borrowing task request. This option eases workflows, such as when

a borrowing library wants to ask a question or for any type of messages such as a thank you note. These messages are
saved in the request for future reference.

To initiate correspondence:

1. Either select the Send email to partner action, or from the request Communications tab, select Start
Communication.

< Borrowing Requests (12001115

o O aher s Q  sortby: UpdateDate + 1=

Requested: Book (hysical)
Isen:

Send email to partner

< Communications Cancel

El disefio de los programas de alimentacién escolar y la funcién de la industria alimentaria

0\/
Partner Name: Open University External EXLDEV10002893 Profile Type 150
identifier
1N LN ~ ~
Generalinformation  History ~  Rota'  Parameters  GeneralMessages  Notes  Receiveditems  Attachments eldBy

Y Filter: Active ~

Ar Last Me Attachr
4 Subject "MET creator aCreatedOn  Last Message oot Message lachme
s Date nis

1 resource status 0 exdimpl 07/00/2024 exl_impl 07/00/2024

Start Communication

Selecting the Send email to partner action or the Start Communication button opens the Send email to partner form.

Note

The From address is derived from the resource sharing library's shipping address, if configured. Otherwise, it is
derived from the preferred email shipping address. Acceptable To email addresses are the partner's preferred

email shipping address or from the Rapid contact record email. For lending requests, the email address is derived from
the contact email address on the resource sharing request.
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Send email to partner

From * nosuchmail@no.such.mail.com
To * Enter Text Here
Subject * Enter Text Here
Body External identifier: 22646015

Title: El disefio de los programas de alimentacion
escolar y la funcion de la industria alimentaria

by: CUEVAS GARCIA, R
ISSN: 1014-806X

Cancel Send Email

Send email to partner form

After selecting Send Email, the partner receives the Resource Sharing Conversation Letter and a Communications
notification is added to a request indicating that this request contains correspondence with the partner.

< Borrowing Requests (1-2007115)

Q  sotby Updatevate + 17

PRy

(a] Food, Requested: Artile (igtal)
ISSN: 1014-806

fculure
by CUEVAS GARCIA,R

 Ready tobe sent

Communications indicator

The correspondence log is accessible from the Communications tab.

< Communications
El disefio de los programas de alimentacin escolar y la funcion de la industria alimentaria

identifier
Labels

LN L L
General Information ~~ History . Rota Parameters  GeneralMessages  Notes Receivedltems Attachments
1-10f1 | Body~ Q

Y Filter: Active ~

Answer
s

Partner Name: Open University Extemal EXLDEV10002893 Profile Type IS0

~

4 subject Creator aCreatedOn  Last Message

1 resource status 0 eximpli 07/09/2024 exLimpl & 07/09/2024

Cancel

[ 4

© start Communication B &

LastMessage  Attachme
Date nts

Communications tab

You can:

+ Edit a correspondence to view the full correspondence.

* Reply to a communication to send another correspondence. Each reply increases the counter in the Communications

Answers column.

* Add a Response to paste the partner's response to your correspondence.

+ Close the correspondence. Note: Closing the correspondence removes the Communications indicator from the
request; but the correspondence remains accessible from the Communications tab under the All or Closed filters.
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< Communications Cancel

El disefio de los programas de alimentacion escolar y la funcién de la industria alimentaria (i 4
Partner Name: Open University Extemnal EXLDEV10002893 ProfileType 150
identifier
Labels
. N N (N (N (N
GeneralInformation  History . Rota' Parameters  GeneralMessages  Notes' Receivedlems  Attachments'  Communications  Held By
1-10f1 | Bogy~ Q © Start Communication B

Y Filter: Active ~

1 resource status 1 extimpl 07/09/2024 exl_impl 07/09/2024

Edit
Reply
Add a Response

Close

Correspondence actions

Converting a Borrowing Request Type

You can convert a request type placed by a user by using the Convert Request Type action from the available actions for
the request. This action is available for the following statuses:

* Request created
* Ready to send

+ Locate failed

* Rejected

+ Resubmit

* Expired

* Recalled

* Pending approval
* Reject

+ Bad citation

* Local holding

< Borrowing Requests (1-10f1

z O author v Q  Sortby UpdateDate v 1F

10 Low-level measurements of actinides and long- Requested: Book Chapter (Digital) A Alerts (1) W El
lived radionuelides in biological and envi ISBN: 99-0768797-9
Samples - procecding o he st Intematoral  Requester 3. User, Rapico
conference held in Lund, Sweden, June 9-13,1986/  Created: 05/07/2023 12:56:28 Duplicate
R1

. Send query to patron
® Locate failed querytop
Assign to

Purchase request
Fill locally »

Find partners

Convert Request Type]

Convert Request Type action

Once this action is selected, you can select the type of request to convert to and add the required information (such as
pages or chapter numbers when converting to a book chapter).

Note

The option to convert to Journal is only available if the customer parameter rapido_show_physical_journal_offer
(Configuration > Resource Sharing > General > Other Settings) is enabled.
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Convert Request Type

Convertto:| Choose request fype v

Journal
Book

Article

Convert Request Type options

Once converted, the Request type change is logged in the History and the lending request partner is recalculated.

Additionally, when converting a request type, the Owner and Requested Pickup Location fields are editable.

Note

If the Owner only contains one option, the field is not editable.

When changing the Owner, the Requested Pickup Location updates accordingly. Also see Associating Pickup Locations
with Resource Sharing Members. If the value of the Requested Format is changed to Digital, the Owner automatically

updates to the default digital owner.

Editable Owner and Requested Pickup Location fields

Communicating with Patrons

Sending a Query to a Patron

When emailing a patron using the Send query to patron action, a query was sent to patron icon indicates that the
QueryToPatron letter was sent from the borrowing library to the patron.

The Query to patron section is available from the right pane containing the query details. When checking Information
received from patron and refreshing the page, the icon is removed from the request.

You can view attachments and query activity by selecting View Attachments.

< Borrowing Requests (1 -200f 104)
20 Author Q  Sortby UpdateDate v 1=

RequestedBook % Actvequer. I3
(Physical) 2
g

.......

Query to patron details

Query activity is also viewable when editing a request and selecting Attachments.
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< Resource Sharing Borrowing Request Recalculate Partner | | Cancel Partner | Cancel Request | | Send | General Message | Save and Edit cancel “
The Ansel Adams guide, book 1: basic techniques of photography o>
LN L
General nformation  History . Rota  GeneralMessages  Notes  Recelveditems Communications  Held By
1-10f1 | FileName~  QueryToPatronLetter Q © AddAttachment ~ B &
4 File name 5 4Size §AttachedBy  $AftachedOn 3 URL 4 Upload Status
1 QueryToPatronett..  NOTIFICATION_EMAIL 520 exlimpl ou/2072025 Uploaded
QueryToPatronLe L extimpl P ploade

You can also filter by the Need Patron Information facet for requests with active patron notes and create sets.

Supplied Digitally

Digital Fulfillment

Libraries have the option to mediate or automate the delivery of digitally supplied content to their end users. To mediate the
supply, see configuration on document delivery rules: Borrowing Customization.

Delivery of this content will require staff to send the received content to users. This can be done via upload file. Material can
also be delivered to the end user once made available by the lender without borrowing staff mediation.

To automate the delivery Send Borrower Document Delivery Rule (Configuration > Fulfillment > Resource Sharing >
Send Borrower Document Delivery Rules), the default Send Document Delivery value is t rue. When set to true,
documents are automatically forwarded unless a rule is configured to prevent forwarding. In addition to documents,
requests filled via URLs can result in automatic fulfillment. General/fulfillment/other settings/
rs_send_url_directly_to_patron set to true.

eBooks

Uploading a Document

Use the Upload file action to include attachments along with a request.

® Request sent to partner

10 [ LA artland : contemporary art from Los
Angeles /
by Kraus, Chris.
NGRS INST 03 Inst - Resource Sharing
Library (Community)

s 0 e At and text / Requested: Book Chapter E View local resources
Mt L
medl NGRS INST 01 Inst - Resource Sharing (Digital) Cancel
Lib ISBN: 9781906155650 .
HLIETR) Duplicate

Requester: Staff, Ex Libris
Created: 12/16/2021
01:36:27 PST

External identifier:
01NGRS0001988

Requested: Book
(Physical)

ISBN: 1904772307 (pbk.)
Requester: Staff, Ex Libris
Created: 12/16/2021

(O Request sent to partner 24:55:34 PST Purchase request
.
10f2 > 6 Upload file for existing partner

Send query to patron
Receive

Reject

Recalculate partner
General message
Status Query

Reassign

Fill locally »

Upload file

Browse to or drag and drop your files to include them with your request.
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< Document Delivery save Gancel m
Scribes and schools : the canonization of the Hebrew Scriptures / >
RequestiD | 011001210000339
Fies v

External file URL.
(optional)

Drop files here, or browse.

Document Delivery

Your attachments are displayed at the bottom of the window. Select Send to submit your documents with your request.

< Document Delivery swe | cancel m
Scribes and schools : the canonization of the Hebrew Scriptures / >
RequestiD | 011001210000339

Files v

External file URL
(optional)

File Name Label size Status

Jcy Bellpng Bell 1.64K8 Uploaded Delete

Send document

You receive a delivery confirmation message after submitting your request and your request status updates to Request
Completed.

° Files delivered for request

LT s nlalala a=1=
:I I-\.F:] il 'u'ulu-\_':c.-:

Delivery confirmation

Resupplying a Request

If there is a problem with a digitally supplied request, you can use the Resupply Request action to request a new copy
from the lender.

< Borrowing Requests (1-70f7) Save as a New Set

c O Author v Q  sortby: UpdateDate v |7 © Create Request ¥ Actions v > 0 MO
10 = No Effects of Gluten in Patients With Self-Reported  Requested: Article (Digital) T | oo
Non-Celiac Gluten Sensitivity After Dietary Reduction ISSN: 0016-5085
of Fermentable, Poorly Absorbed, Short-Chain Created: 08/11/202110:28:49 AM
Carbohydrates / Gastroenterology (New York, N.Y. PST
1943)

by Biesiekierski, Jessica R ; Peters, Simone L ;
Newnham, Evan D ; Rosella, Ourania ; Muir, Jane G ;.
(O cancelled by staff

2 Combative Sports Injuries: An Edmonton Requested: Article (Digital) & File available View e

Ziling ; Gross, Douglas P
(0 shipped Digitally

Retrospective / Clinical journal of sport medicine ISSN: 1536-3724
by Karpman, Shelby ; Reid, Patrick ; Phillips, Leah; Qin,  Created: 06/12/202112:04:22 PM

PST

Duplicate
3 0 Early Full Requested: Book Chapter (Digital) Resupply Request
by Thompson, Raymond R., 1905-1985$$QThompson,  Requester: Assignto
Raymond R. & TGVl

View network resources

Resupply request action

Enter a Reason for resupplying the request.
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Resupply Request

Reason * The scan is missing a
page.

Resupply Request Reason

The status updates to Request sent to partner.

2 [ Combative Sports Injuries: An Edmonton Requested: Article (Digital) 8 File available
Retrospective / Clinical journal of sport medicine  ISSN: 1536-3724
by Karpman, Shelby ; Reid, Patrick ; Phillips, Leah  Created: 06/12/2021 12:04:22

View  we

; Qin, Ziling ; Gross, Douglas P PMPST

Request sent to partner

The lender then receives an alert and a note to resupply the request.

Filling a Request Locally

For active, digital requests, use the Fill locally action to manually fill a digital request that is readily available.

Note

Fill locally is also available for libraries that are closed for lending.

29 0 s Art and text / Requested: Book Chapter [ View local resources
mel NGRS INST 01 Inst - Resource Sharing (Digital) Cancel
Lib ISBN: 9781906155650
ibrary o Duplicate
(0 Request sent to partner Requester: Staff, Ex Libris
Created: 12/16/2021 Send query to patron
01:36:27 PST Recei
eceive
External identifier:
01NGRS0001988 Reject

Recalculate partner

Angeles / (Physical) General message

by Kraus, Chris. ISBN: 1904772307 (pbk.) Status Query

NGRS INST 03 Inst - Resource Sharing ~ Reduester: Staff, Ex Libris
Created: 12/16/2021

10 H LA artland : contemporary art from Los Requested: Book

Reassign

Library (Community)
(0 Request sent to partner 24:55:34 PST Purchase request
o
1of2 Upload file Upload file for existing partner
°| Create lending request | Fill locally »

Fill locally - Upload file

Upon selecting Upload file, the Document Delivery window opens for you to upload your digital document.

You can Preview your document prior to sending it or Delete if you need to cancel or replace the document.
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Document Delivery

After sending the document, the Borrowing Request status updates to Shipped Digitally, and a File available indicator is
added to the request.

Shipped Digitally

Bad Citation

Supplied Physically

Borrowing Physical Iltems

When receiving items in Rapido, libraries can update requests to physically received by library from the individual request
within their set or task list, or in bulk from the Received Items screen (Fulfillment > Resource Sharing > Receiving
Items).

nnnnnnn

Received Items

Library staff can receive items based on either identifier type Barcode or External identifier. If requests are received by
barcode, the system has received barcode information from the lender and the item's barcode is already associated with
the request. If requests are received by external identifier, staff can either add the barcode manually to the request or rely
on an automatically generated barcode if the parameter generate_resource_sharing_temp_barcode (Configuration >
Fulfillment > General > Other Settings) is set to true.

The barcode and external identifier can be included on the following letters which lenders may send with the physical item:
Ful Incoming Slip Letter, Resource Sharing Shipping Slip Letter, and the Ful Resource Request Slip Letter. See Configuring
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Rapido Letters.

When the Rapido lender configures the parameter rapido_rs_barcode_for_same_inst_requests_prefix to true (see
Resource Sharing - Other Settings), and a Rapido lender ships a request, the shipped item's barcode is included in the

information sent from the lender to the borrower. This enables the borrowing partner to receive the item based on the item's

barcode. When staff perform the receiving action, the barcode includes a visible RAPIDO-prefix. The barcode with
the RAPIDO- prefix is stored on the temporary item created. The fulfillment actions related to managing the check in and
check out do not rely on or provide visibility to the RAPIDO-prefix.

If the lending partner is not a Rapido partner, requests cannot be received by barcode.

If the borrowing partner is a Rapido partner, but the library has enabled the temporary barcode, the library cannot receive
the request based on the item barcode. If the parameter generate_resource_sharing_temp_barcode (Configuration >
Fulfillment > General > Other Settings) is set to true, the borrowing library must receive the request based on the
resource sharing request’s external identifier (see External identifier).

Tracking Number

The Tracking Number field is used to record and display the shipment tracking number for a borrowing or lending request.
This enables both borrowing and lending libraries to track the physical shipment of an item during the resource-sharing
process.

i
«

°
x

n

Tracking Number

Shipping Items Without a Barcode

Rapido automatically uses the Item ID when shipping items without barcodes. If an item does not include a barcode, the
Barcode column on the Items tab is empty, and the item ID is listed in the Item ID column. This is also applicable for
Multiple Item options and the Scan In interface.

Samuel, Kings, Chronicles, Ezra-Nehemiah 0>

cenamomaton  tiston® ceeessaoes totes [ tems"| swactmens®  communcatons

2- Checked In 234304990000712

3- 13

Item ID
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Receiving Physical Items

If a request is successfully filled by a Lending library they send a copy of the item for you to process and loan to your library
patron. Before you can hand the item to your patron, you must first receive the book in Rapido. In Alma, go to Fulfillment >
Resource Sharing > Receiving Items to receive items and place them on the hold shelf.

Scan the External Identifier on the Rapido paperwork to receive the item. A pop up appears where you can add a
temporary barcode. Scan the barcode from inside the item and make sure Automatically Print Slip is marked as Yes.
Click save to receive the item. Because Automatically Print Slip was selected, the printouts for the Borrowing Book Bands
are triggered and sent to the Printing Multiple Slips Per Page cloud app. If Automatically Print Slip was not selected,
you can still print the slip by clicking the ellipsis (...) next to the request and selecting Print Slip. Go to the cloud app and
print the book bands using the Printing Multiple Slips Per Page workflow. Tape the slips around the book and place them
on the hold shelf for the patron to retrieve.

Return Iltems

Once the patron is done with the item they return it to the library. To return the item in Rapido go to Alma and

select Fulfillment > Checkout/Check-In > Return Items. Scan the item barcode to return the item. Returning the item
automatically triggers the shipping label printing. Go to the cloud app and print the book bands using the Printing Multiple
Slips Per Page workflow.

Printing for Physically Received Items

The Print Slip bulk action enables the library staff to reprint received or returned slips in bulk. When multiple borrowing
requests are selected, selecting Print Slip reprints all the slips.

< Borrowing Requests (1-200f 20

c & Title v the X Q  Sortby: Title v |7
Change Status v @ RemoveRequests Manage Labels v @ Create Request v & & .

n of the thermodynamic behavior of aqueous Requested: Aticle (Physical non-returnable)
/ American journal of science. ISSN: 0002-9599
Requester
& RmoycaJlcme=, S2VycaRpbg==

by Patrice Pavis ISBN: 9781138153639
Libris Requester: | 3 RGFobGJlcme=, T6VpZg==
D Loaned item to patron Created: 02/16/202312:37:45

ou 04/20/2023

2 H Theatre at the Crossroads of Culture Requested: Book (Physical)

Loan due date: 04/19/2023
External identifier: T-230216-0011

Print Slip

For requests that were not received, no print slip is printed.

For requests that were received but not yet returned, the Resource Sharing Receive Slip Letter is printed.
For requests that were returned, the Resource Sharing Return Slip Letter is printed.

When multiple items are selected, all slips that were received/returned are printed, and a message appears indicating
which slips were printed successfully and which slips could not be printed.
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Successfully printed 2
slips, but 1 failed. Internal
identifiers:
4088601040003616

Print Slips statuses

Declaring an Item as Lost

When an item is overdue, and the patron has not returned the item, you can mark the item as Lost from the borrowing task
list.

< Borrowing Requests (1-10f1)

=z O External Identifier v ~ 01CALSHUL0025621  x Q  Sortby Update Date v |¥
10 Women and the national i © primary d: Book (Physical) Edit El
sources in American history / ISBN: 0321005554 -
Ama iversity Requester
(0 Loaned item to patron & SmOuZXM=, SWFu View network resources
Created: 27/03/2023 13:54:37 .
Duplicate
PM PDT
Due date: 22/07/2023 Send query to patren
Loan due date: 19/07/2023 Receive
External identifier:
01CALSHUL0025621 Return

General message
Status Query

Enrich from Global index
Assign to

N —

Damaged [«

Lost borrowing action

The borrower is prompted to enter a note in the Lost Item form.

Lost ltem

Note Patron has st the baok

Lost Item note

The borrowing status request updates to Lost communicated.
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< Borrowing Requests (1-10f1)
< ]D External Identifier +  0TCALSHUL0025621 x Q  Sorthy. Update Date v |7
10 B Women and the national experience : primary Requested: Book (Physical) Edit
5 sources in American history / ISBN: 0321005554
Alma University Requester.
(9 Lost communicated -« SmIuUZXM=, SWFu
Created: 27/03/2023 13:54:37
PM PDT
Due date: 22/07/2023
Loan due date: 19/07/2023
External identifier:
01CALSHUL0025621
B Notes

Lost communicated status

After the lender sends the Lost ltem message to the borrower with the relevant replacement fee, the fee is displayed in the
borrowing request as a message. The lender might also send the Partners Lost/Damaged Invoice Letter. Add the fees to
the Request costs. To charge the patron, from the borrowing request select Send Query To Patron. If configured, the lost
item fee appears on the Query To Patron Letter.

Edit - v %

Women and the national experience : primary

sources in American history /
ISBN: 0321005554

OCLC: (OCoLC)50510880

LCCN: 2002034012

External identifier: 01CALSHUL0026202

suoloesg

(U Lost communicated

© Add Label

Request costs v

# Edit request costs X

Shipping cost

Enter Text Here usD

Lost/Damaged item fee
15 usbD

Patron request cost

Enter Text Here UsD

Patron receive Cost

Enter Text Here uUsD

>

Request costs

Applying Lost Fees

In order to discourage patrons from losing items, this feature enables the borrowing library to charge patrons a fee for
losing an item, even if the lending library does not charge a fee, and even if the item is ultimately found.
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When configured (see Lost ltems), a Lost Item Fine is automatically added to the patron's account in addition to the Lost
Item Replacement Fee when an item is marked as lost or when the number of lost profile days have passed, based on the
borrowing library's settings in the library loan Terms of Use (TOU).

N
General Information  Contact Information . dentfiers  Not

000UsD
000UsD

4000UsD
alance. 4000UsD

Q

v Al + Sttus:Active - FeeOwner All -

17/05/2023 | Lost tem replacement fee [ Active 17/05/2023

2 (] 17/05/2023 | Lostitemprocessfee | Active 1770572023 - Resource Sharing Liban

Toggle Account Type | | Cancel

3050001260.. 25.00USD 2500 USD

3050001260.. 15.00USD  15.00USD

Patron Lost item fines and fees

Additionally, the Lost Item Bill letter is emailed to the patron notifying them of the fees they owe.

Lost Item Bill

You will be charged the following Fines and Fees:

Lost item replacement fee 2500UsD

Lost item process fee 15.00U5D

Fee Amount Note

Lost Item Bill

If the patron finds the lost item, when the borrower either selects Found Item is selected from the Patron Services or
selects Checked in from the task list, the following messages appear indicating that the replacement fee is refunded;
however, the active balance for the Lost item process fee remains.

« Could not determine the
next action for the item.
Please contact the
fulfillment administrator to
check the configuration of
the item.

¢ Lost item check in:100.0 %
of 25.00 USD replacement
fee will be refunded

 [tem that was lost has been
checked in.

Messages indicating item was found and refund amount
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< User Details Toggle Account Type | Cancel E
General co e Block s Sutstcs A

nce

Active balar Transferred balance
currently fitered balance

Remaining fee

The Lost Item Replacement Fee Refund letter is sent informing the patron that they are only responsible to pay the Lost
item replacement fee.

Lost Item Replacement Fee Refund 1/os/20m

een previously declared as lost has been found

nnnnnn

Lost Item Replacement Fee Refund

Conditional Requests (Borrowing)

New! When a lending library marks a request as Conditional, it receives the Conditional status and appears in the
Borrowing side’s Conditional set in Rapido. To respond to the conditions, go to the Conditional Set.

The Lending library may have attached a note stating why the item was marked Conditional.

To review and respond:

If the note is available in the request details, select the link to the note.
Review the information provided.

After reviewing the note, select the ellipsis (...) in the request.

Select Conditional Reply.

A pop-up window appears, displaying the reason the item was marked as Conditional and any attached Notes.

o g ks~ D=

Add a Note that confirms the terms.

Note

It is very important to add a Note because the request may go back to Being Processed status at the Lending Library,
and the lack of notes may make the Lending Library mark the request as Conditional again.

7. Set the Conditional Answer to Yes or No.
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Conditional Reply

Conditional Reason Library use only

Conditional Answer 'ZE_Z' Yes O No

Note

ter Text Here

m

Conditional Reply

» If Yes is selected, the request status reverts back to Request Sent to Partner.

+ If No is selected, the request automatically moves on to the next potential Lender through Rapido.

Specifics for Various Partners

Rapido libraries can connect via Rapido with partners through pods, via peer to peer connections, or via email or ALA
partner types. The configurations for these relationships can be found at Partners.

Working with Specific Partner Types (Rapido Partners)

Requests can be manually sent to pod partners if needed. For example, if an item is not included in participating items as it
is not typically lendable, but the lender confirmed they will lend this item to the borrower.

To manually send a request to a Rapido partner:

1. From the borrowing request window, select Send Directly to Partner.

< Resource Sharing Borrowing Request Save and Edit Cancel m

Request Status  Created borrowing request

Requested Media  Any

Preferred Send
Method

Date Needed By (=R i}

Agieeto
Copyright terms

Level of Service

Shipping Cost | 0.00 uso sodiomaged uso

Patron Request
juest usp Base Fee usD

Lol caa =

2. From the Resource Sharing Partner List window, select the Rapido partner to whom you want to send the request.

3. If not already checked, check the Use Rapido Pod Terms checkbox.

4. Save the request.

The request receives an indication in the right side Request Information section that this is a Manual Rapido request.
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Manual request indicator

If the request is not available for lending, the lending request status is Locate failed and the alert Manual Rapido Request
Locate Failed is added to the request. In this case, the borrowing request status remains Created borrowing request and
not Rejected.

In cases where the request is sent to multiple partners, for example, a Rapido partner and a community partner, if the
request is rejected by a Rapido partner, and then sent to a non-Rapido partner, the Change item letter is sent to the
borrower indicating that the item terms have changed to Unknown. If the request is rejected by a non-Rapido partner, and
then sent to a Rapido partner, the Change item letter is sent to the borrower indicating that previously, the item terms were
unknown, and now the terms have been updated to pod terms.

Finding New Partners

To enable you to establish new peer-to-peer partnerships, for circumstances where none of your partners can fill

your request or when the requested material is not held by your partners, the Borrowing Request Find partners action
opens the Potential Lenders list of lenders who have the requested resource and can possibly fill the request. This action
can be performed as needed. It is useful for requests with Created borrowing request or Rejected by partner statuses.

For more information, watch Find Partners.

Note

This action is not available for article requests.
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< Borrowing Requests ]
ﬂ advocacy in laboratory animal welfare
_—— policy /
by Carbone, Larry.

NGRS INST 01 Inst - RS library
(Community)
Ready 1o be sent

30 & Qing tong gou = The bronze dog : a story in
* English and Chinese
by L, Jian,
NGRS INST 02 Inst - Resource Sharing
Library
4 Loaned item 10 patron

4 [0 Qing tong gou = The bronze dog : a story in
5 English and Chinese /
by Li, Jian,
NGRS INST 01 Inst - RS library
(Community)
) Ready to be sent
5 0 Article 1/ Art (Hamburg, Germany)
Created borrowing request
& [ Medi-Vision [videorecording]
NGRS INST 01 st - RS library
(Community)
%) Ready to be sent

(Digital)

ISEN: 0195161963 (cl. : alk
paper)

Requester: Staff, Ex Libris
Created: 04/20/2022
11:03:07 POT

Extemnal [dentifier
OTNGRS0002343

E

Requested: Book (Physical)
ISBN: 9781602209985
(hardback)

Requester: Staff, Ex Libris
Created: 03/16/2022
08:11:24 POT

Due date: 05/04/2022
Loan due date: 04/24/2022
External identifier.
0TNGRS0002296

Requested: Book (Physical)
ISEN: 9781602209985
(hardback)

FRequester: Staff, Ex Libris
Created: 05/02/2022

24:40:29 POT
Extemal identifier: Send query to patrén
OINGRS0002349 Fscalve

Reject

Requested: Article (Digital)
ISSN: 0173-2781
Requester. Staff, Ex Libris
Created: 04/26/2022
01:2416 POT

Requested: Book (Physical)
Requester: Staff, Ex Libris
Created: 04/20/2022

B ot s

> i

Find partners action

The Potential Lenders list is a list of partners who set their Data Sharing Profile (Configuration > General > General
Configuration > Data Sharing Profile) to Yes to allow shareholding information for resource sharing purposes. This
provides an opportunity for your institution to establish new resource sharing partnerships and networks with other
institutions that agree to do so. Allowing your institution’s holdings information to be shared for this purpose does not mean
that your institution is required to allow resource sharing with any other institutions. None of your users’ personal data is

used.

From the Potential Lenders list, select potential lenders, and then select Create Rota to add the potential lenders to your

rota. The lenders are added to your Rota with a Pending Status.

Note

Only Directory members can be added to your Rota.

=" Qing tong gou = The bronze dog : a story in English and Chinese /

209985 (hardback)
er: 0TNGRS0002236.
ntopatron

Potential Lenders (2)

T Locaton AN T Directory AN T

Name Location
1 [1  NORSINSTO3 st Resource Sharing isroe
Library
@

NGRS 1T 3t s o

United States

[osemn] o
= [ —

Potential Lenders

Once a lender is part of your rota, you can email the lender to request a resource using the Send Rapido Request
Letter (Configuration > General > Letters > Letters Configuration >
RapidoRequestNewResourceSharingPartnershipLetter) on the Resource Sharing Borrowing Request page Rota
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tab. The letter sent to the potential lender should disclose information about the requested material, how to contact the
borrowing library, and how to configure the borrowing partner. If the potential lender agrees to lend the resource, the library
can contact the borrower to confirm the completion of the configuration and the ability to lend. The borrower can now send
the request to them. Once configured, the lender remains in your Rota for future manual requests. Additionally, you can
select Activate to permanently add the lender to your Rota.

< Resource Sharing Borrowing Request R = H
Qing tong gou = The bronze dog : a story in English and Chinese / e >
LY Y LY LY
S ' o - . |
L S
Code ProfieType Status
) acaShiog  NORS WST C2ina. ResouceSharg
Uty

| . NGRS INST 03 st - s irary
2 s :

OENGRS INST_MUS! 150 Panding
(Comme 108 il
NGRS INST 03 Inst - music lbrary

Send Rapido Request Letter

You can add a partner by copying the partner from the Community tab (Fulfillment > Resource Sharing > Partners), or
you can automatically copy the partner using the here link on the Rapido Request New Resource Sharing Partnership
request letter.

Rapido Request New Resource Sharing Partnership 31202

Dear SirMadam,

tibrary:

ezl o 1S0_SYMBOL: EXLDEVT m@darvate com

n0 Library - EXLDEVE

Rapido Request New Resource Sharing Partnership request letter

Applying Shipping Costs

The Resource Sharing Borrowing Request form includes the following Request Costs fields:
 Service Level Fee
» Page Overage Fee

* Base Fee

+ Copyright Fee

< Resource Sharing Borrowing Request Recacuate arner | | Cancel partner || CancelRequest | | send | | saveandat || Locate | cance | [
Exemal centifer | 01CALSHUL0026278 Requested Format | Digital
Requested Veds | Any - Allow other Formt
Preferted Send Method - Language
Date Needed By = e Delivery Location Delivertolibrary @ Atemative adcress

Altemative Address | nosuchmail@no.such.mail.com
Requested Pickup |
Location *

For Reading-Room Use

only

Copyright Status * | No copyright restrictir | ~ | | Calculate Copyright Status Willing to Pay
Agree to Copyright
terms
Needs patron
information

Maximum Fee Level of service

Request Note

Addparners addRotas
equetCost °
e =
snppig Cost uso Losupamaged tem uso
tron e ot uso o uso 0
Senice el Fee usD coppra e usp
PageOverage Fee uso
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Request Costs Fields

These cost fields are controlled by the Base fee page limit (Configuration > Fulfillment > Resource Sharing >
Shipping Cost Lender Rules) parameter. (See Configuring Shipping Cost Lender Rules.)

The Base fee page limit rule only applies if the total requested pages exceed the configured Value.

When the costs are applied, a note is added to the borrowing request right pane indicating the costs and the costs are
displayed in the Request costs section of the right pane.

Edit e -~

Ve U L e 12

Pod information

Name: Rapid Returnables
Delivery time: 4 Days
Loan period: 56 Days

Notes E ==

o Q. Sortby: DateUpdated v |F

b4

2

1 Added on 08/11,/2023

[Ship] Note:Base Fee: 5;Page Overage Fee: 1.0;Costs Currency:
USD;Total Costs: 10;

© Add Note

Query to patron

No active query to patron

Request costs

Shipping cost: 0 USD Patron request cost: 0 USD
Lost/Damaged item fee: 0 USD Base Fee: 5 USD

Service Level Fee: 0 USD Copyright Fee: 0 USD

Page Overage Fee: 1 USD

Right pane Note and Request costs

VAT and Total Cost

The VAT field is used to record the value-added tax amount associated with the borrowing or lending request. This cost is

included in the overall calculation of the request’s total cost. The Total Cost field displays the combined cost of the request,

including any fees and VAT. This value is calculated dynamically based on the entered costs and is not stored in the

database.
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Request Costs &

# Edit request costs

Shipping cost
5.00 uso

Lost/Damaged item fee
5.00 uso

Patron request cost

5.00 uso
EBase Fee
5.00 usp

Service Level Fee

5.00 UsD

Copyright Fee
5.00 uso

Page Overage Fee

5.00 uso
VAT

5.00 uspD
Total Cost

35.00 uso

e

VAT and Total Cost

Creating an ALA Form and Sending it to Partner

In cases where a resource was not found within an institution's resource sharing network, you can auto-generate the ALA
form and add it as an attachment to the letter. This reduces the manual work involved in creating ALA forms as part of a
last resort mechanism to find partners to fill a borrowing request.

When a borrowing request is sent to a resource sharing partner configured with an ALA Email Profile Type, the resource
sharing partner receives the request letter with the ALA form attachment. For more information, see Configuring an ALA
Profile Type.

The Borrowing Request updates with the ALA partner.

< Borrowing Requests (120 of 1280 [ soveas anewse |

20 s Q sotby updateoste + 1 © comereuen v | & ©

m

Journal of Requested: Article (Digital) B notes
isst 5

061907
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A borrowing request sent to an ALA configured partner

The ALA form is added as an attachment to the request letter.

Requested Material (20061901)

yoel
e

ALAILL Req
& 5

instedu

exLibris

Requested Material

Dear Sir/Madam,

‘The following is requested from your ibrary:

nd understanding the drivers of high water consumption
£

Pages: 2425 - 2434
Start Page: 2425

End Page: 2434

Date: 05/san/2023
Request ID: 20061501
Request Format: Digital

oty | € Reply Al

05/1an/2023

The ALA form attached to the Requested Material letter

The ALA form fields are populated according to the request metadata.

For physical requests, the Request for: Loan checkbox is checked, and the title and author are added to the text box.

For digital requests, the Request for: Copy checkbox is checked, and the title, article/chapter, author (if there is one) are

added to the text box.

For resources that are more than five years old, the Other provisions of copyright law (CCL) checkbox is checked.
Otherwise, the 108 (g) (2) Guidelines (CCG) checkbox is checked.

ALA Interlibrary Loan Request Form
Request Date: 05/Jan/2023

Request Number: 20061907 [Need by:

Requesting Library Name and Address:

Resource Sharing Library

30 Ben Gurion , Second floor, c/o Resource Sharing Dept
Tel Aviv, 1234567890

ISR

E-Mail: yoel_ill_desk@yoelinstedu  Phone: 555-5555555

Date Shipped: Shipped via:
Due Date:

Cost: 8.
Restrictions:

ClLibrary Use Only [ No renewals

0 Copying not permitted

(O Return insured for:

Request for: |CILoan: litle, author.  Copy: joumal/book title, article/chapter ttle, author.

Identifying and understanding the drivers ofthigh water
consumption / Journal of cleaner production, Beal, Cara D

$

O Packing/shipping requirements:

0 Other.

ISBNAISSN

2018 0959-6526

Year/Edition |\Lf)$r?e ’ISTJZ ‘F;;age?ﬂ

Request complies with: [1108 (g) (2) Guidelines (CCG)
[ElOther provisions of capyright law (CCL)

Supplying Library Name and Address:

Hayotzrim 6
Jerusalem, ISR

E-Mail: No@name.com Pnone: 0555656999

Not supplied due to: O At bindery

OIn use O Lacking volfissue
[CINot owned O Non-circulating

01 Poor condition OIPolicy or license

1 Not on shelf [ Charge exceeds limit
00 Neot found as cited O In process/On order
O] Other reason:

Notes:

Renewals

Date Requested

New Due Date:

ALA form

Note

The distorted font for the Volume, Issue, and Pages fields on the generated ALA form is a known issue.
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Email Partners

For more information, see Configuring Rapido Letters.

Workflow Profiles

To configure a workflow profile for a DOCLINE partner:

1. Open the Workflow Profiles (Configuration > Fulfillment > Resource Sharing > Workflow Profiles).
2. Select Add Workflow Profile.
3. Enter a Workflow Profile name.
4. Select Type Borrowing.
5. Check the Steps:
o Cancelled by staff
o Cancelled By Patron
> Reject

Note

No other workflow profiles are currently supported by DOCLINE.

6. Select Add or Add and Close.

Add Workflow Profile

Borrowing workflow profiles

When configuring a DOCLINE workflow profile, from the workflow profile Type L.ending, ensure that Cancel reply is not
checked.

Add Workflow Profile
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Lending workflow profiles

Rapido-DOCLINE Integration Workflow

Once your DOCLINE partner is created and authorized, you can use the DOCLINE partner for borrowing requests.

Requests can either be sent to a DOCLINE partner manually on a request by request basis, or automatically through a
rota.

After sending a request to DOCLINE, the request External identifier updates to a DOCLINE identifier.

< Borrowing Requests 7.7
[

e Author + Q  sortby: UpdateDate v 15 © CresteRequest v | O =

10
F
;

DOCLINE request

Currently, DOCLINE APIs only support sending and cancelling requests. All other processes related to DOCLINE requests
are manual. Library staff must manually change request statuses and upload the files from the partner to the request. Use
the Cancel action to cancel DOCLINE requests.

For more information, see DOCLINE Integration Configuration.

Partners of Last Resort

For institutions that use an additional system such as ILLiad or WorldShare for Partner of Last Resort refer to the following:

Receive from ILLiad / WorldShare

The NCIP Addon enables libraries to automatically push requests completed in ILLiad to Alma/Rapido, allowing items to be
checked out at the Circulation Desk using the same workflows as Rapido requests. Additionally, NCIP is only available for
ILLiad users, if you use WorldShare, items cannot be pushed to Rapido automatically. If NCIP is unavailable or not working,
you can still add items to Rapido manually to achieve similar results.

Receive Active Requests

If your library is set up to keep requests open when they are transferred to ILLiad or WorldShare, receiving the item in
Rapido.

To check this setting:

1. Go to Fulfillment > Resource Sharing > Partners, search for your ILLiad or WorldShare partner, then open the
Parameters tab.

2. Scroll down to find the Close Request When Exported option. If this option is unchecked, your requests
remains open after being exported to ILLiad or WorldShare.

Close request when
exported

Create user in ILLiad
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Close requests when exported

3. If your ILLiad or WorldShare requests remain open, go to Fulfillment > Resource Sharing > Receiving Items, enter
the External Identifier in the External Identifier field, and receive the item as you would any Rapido request. The
Rapido External Identifier can be found in the Rapido request under the RefNumber or CitedIn field in ILLiad, or under
Transferred Request ID in WorldShare.

Received Items

External Identifier

Receive Closed Requests

If your library is configured to close requests when they are transferred to ILLiad or WorldShare, you need to reactivate the
request before receiving it.

To check this setting:

Go to Fulfillment > Resource Sharing > Partners.
Search for your ILLiad or WorldShare partner.

Open the Parameters tab.

A w b=

Scroll down to find the Close Request When Exported option. If this option is checked, requests closes when
exported to ILLiad or WorldShare.

Close request when V]
exported

Create user in ILLiad

Close requests when exported

If your library automatically closes requests when they are pushed to ILLiad or WorldShare, you need to reactivate the
closed request before receiving it.

To view all borrowing requests:

1. Go to Rapido > Borrowing > All Active Borrowing Requests.

2. Inthis set, remove the Active facet from the facets section on the left side of the screen to display both open and
closed requests.

Active Facets ~

Activity Status: | Active

Clear all
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Active facets

3. Change the set search bar to External Identifier and search the External Identifier to find the request. The
Rapido External Identifier should be listed in the Rapido request under the RefNumber or CitedIn field in ILLiad or
Transferred Request ID in WorldShare.

< Borrowing Requests (1-20 of 32,770)

=z 0 External Identifier Q Sortby: Update Date » |7

External identifier

4. Once you locate the closed request, click the ellipsis (...) and select Reactivate. The request can now be received
like any other Rapido request using the External Identifier. Go to Fulfiliment > Resource Sharing > Receiving
Items, enter the External Identifier in the External Identifier field, and receive the item. Alternatively, you can
receive the item by clicking the ellipsis (...) and selecting Receive instead of navigating to the Receiving Items

page.

Receive a Request Originating from ILLiad or WorldShare

If you have a request created in ILLiad or WorldShare that does not exist in Rapido, you can create a Rapido request for
the item and then receive it.

To create the request:

Go to Rapido > Borrowing > All Active Borrowing Requests and select Create Request > Manually > Book.
Enter the item details and search for the patron in the Requester field.

Scroll down and click Send Directly To Partner, then search for your ILLiad or WorldShare partner and select it.

e N

Save the request.
The newly created request should appear as the first record in the Rapido Borrowing set. If you do not see it:

Search by title.

Depending on your settings, you may need to Reactivate the request before receiving it.

e AN

Check ILLiad or WorldShare for duplicate requests; if one exists, cancel the duplicate.
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Once you locate the request, click the ellipsis (...) and select Receive to receive the item using the item’s barcode.
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