Requesting items for Short Loan — a step by step guide for staff

1. Log on to the Library catalogue

2. Select the “All Collections” option and run a search for a title you wish to

add to the Short Loan Collection.
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Search Tips

"global warming" in quotes will find records containing those words in that order.
sun AND moon will find items with both of these two words anywhere in the record.
heart OR cardiac will find items with either of these two words anywhere in the record.
chaos NOT theory will find the first word, and exclude the second.

music? will retrieve music, musical, musician etc.

Do not use definite or indefinite articles in your search e.g. the, a, an etc.

Keyword search
(anyword,
anywhere)

austen jane - sumame followed by first name works best

Author search OR "austen j?" if you are not sure if the first name is an initial.

Remember to select 'Short Loan' from the Collection list when searching for items in the Short

Short Loan search N
Loan collection.

To search by Classmark use the Browse Search option and select Classmark from the drop-down

Classmark search
list.
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3. When you have found the title you want click on “Add to My e-Shelf”.
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Full View of Record

Record 1 out of 14 Standard format Citation Name tags MARC tags Next Record P
Classmark/Loans All copies

Record Format Book

Main Author ©®Begg. David K.H.

Title David Begg. Stanley Fischer, Rudiger Dornbusch.

Edition oth ed.

Publisher/Year Maidenhead : McGraw-Hill Higher Education, 2008.

Description xxiii, 776 p. : ill. ; 26 cm.

Language eng

General Note Includes index.

Subject(s) @Economics.

-- Problems, exercises, etc.
Other Author(s) ®Fischer, Stanley.
@Dornbusch, Rudiger.
ISBN 9780077117870 (pbk.)
0077117875 (pbk.)
System Number 000619121
Preview at Google Books
Next Record b
™




4. A notes field will be displayed. Enter the number of copies you need
transferred to the Short Loan collection. (If this field is left blank 1 copy only

will be transferred).

You can also use this field to add information for your students, e.g. “read pp.
80-101 in week 3”. All details entered in this field will be displayed on the
catalogue.

Click “Go".
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5. Continue adding titles in this way. When you have finished click on “My e-

Shelf” where a ‘basket’ of the titles you have chosen will be displayed.
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Folder: BASKET ( 2) ~ Save/Mail |

Previous Searches

Delete ] Folder Management ] Select All ] Deselect All
Documents in My e-Shelf
# Author Title Publisher Year Ci il Note
0 1 [] Begg, David K.H. Economics / Maidenhead : McGraw- 2008 All Collections: T 2 copies read pp.
Hill Higher 88 - 101 week 3
Education, 2008.
B 2 [] Caimcross, Alec, 1911- Economics and economic policy / Oxford, UK ; New York, 1987 All Collections: TBB

NY, USA : B,
Blackwell, 1987.
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6. Select the items in your basket by checking the box to the left of each
individual item or by clicking on “Select All.”
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Save/Mail ] Delete ] Folder Management Deselect All
Author Title Publisher Year i i el Note
, David K.H. Economics / Maidenhead : McGraw- 2008 All Collections: T 2 copies read pp.
Hill Higher 88 - 101 week 3
Education, 2008.
[ Caifncross, Alec, 1911- Economics and economic policy / Oxford, UK ; New York, 1987 All Collections: TBB
NY, USA : B.

Blackwell, 1987.
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7. Click on “Save/Mail.”
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# Author
1 [ Begg, David K.H.

Economics /

B 2 [] Cairncross, Alec, 1911- Economics and economic policy /
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Publisher Year i Note
Maidenhead : McGraw- 2008 All Collections: T 2 copies read pp.
Hill Higher

Education, 2008.

Oxford, UK ; New York, 1987
NY, USA : B.
Blackwell, 1987,
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8. A. Check the box to inform the Short Loan librarian you want these
records added.

B. Enter a file name
C. Complete the text box at the foot of the page with the requested
information (Course code, Course title, Department, period you wish

the items to be in Short Loan, and number of students)

D. Click on {Go” when you have completed the form.
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Items jn My e-Shelf can be sent by mail to yourself, saved locally on your computer, or sent by Mail to the Short Loan Librarian.

Enter fa file name for your e-Shelf records. Must be alphanumeric characters only, with no spaces e.g. smithj.

Select this option to inform hort Ldan Librarian that you want these records added.

< File name: |newnh )

is_option y e-Shelf itdms by e-mail to yourself or to save My e-Shelf items on your PC.

Enter Email address for mail option only; leafe blank for save option.

If sending details to the Short Loan Librariar| please enter the following information in the text box below:

. Course code e.g. MNGT212
. Course title
Department

L IRE N

. The terms/vacations that the books afe required to be in Short Loan (or the start and end dates)
. Number of students

Subjec ‘

me ‘ ‘

Email [ |

2. Introduction to Economics
3. Economics

Text 1. ECON100Q
4 Lent & Summer 5. 30 students

Records:
O All (BASKET)
@ selected

Select Predefined Format: Name Tags (Includes Classmark) |
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The Short Loan Librarian will send confirmation by e mail once the basket has
been received and processed.

If the same list is required for other courses please e mail the basket again
with the relevant course information.



9. You now have the option to save your basket to another folder for future

reference.

Please see the library guide “Using the Library Catalogue — No. 2 Advanced
Features” http://libweb.lancs.ac.uk/alephquide2.htm for advice on how to

organise My e-Shelf.

10. We recommend you delete the contents of your basket or move them to
another folder at the end of each session so that My e-Shelf is clear for the

next time you need to transfer items.
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