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To access ILL admin, click on the Staff Dashboard link, or use F9 on your keyboard 
 
 
This is the Control Panel in ILL Admin 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

This is where you would go to change your address, add in 
holidays and dates your library is closed, and your lending 
string 

Borrower/Lender will give you specific items to search, 
& stats 
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Your Preferred Lender list can be changed by you to only include those libraries you prefer to receive 
materials from.  Many libraries will have in their preferred lender list the libraries in their region or 
courier hub. 
 
 
 

 
 
You can include here dates that your library will be closed.  Closures are not limited to holidays, but to 
anytime your library will be closed, such as for renovation. 
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Anything that is in blue, you can click on for more information.  As you can see above, the table is split into two sides, the left for you as the 
borrowing library and the right for you as the lending library. 
 
It is recommended that you go in at least once a day to check to see if there is anything pending on the Lender side. 

 
 
 
 
 
 
By checking the items 
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under Pending, and determining if you will be able to supply them or not will help lessen the time that requested items spend in the system. 
(Note: you will see the Borrowing Library in the Borrower column.) 

 
Your options are: 
 

Option What it means  Conditional Issues 

Pending No action taken  Other Cost exceeds limit 

Will supply/In Process You will send it to the borrowing 
library 

 Charges Prepayment required 

Shipped You have sent it  Lacks copyright compliance Library use only 

Retry Send the request to the next lender, 
will come back to you at a later date 

 No reproduction Client signature 
required 

Conditional You will send, but there are 
conditional issues with this item. 

 Special collections 
supervision required 

Proposed delivery 
service 

Will not Supply You cannot provide this item to the 
borrowing library 

   

 
You will need to choose your option, and click the Submit button. 
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As a Borrower, you will need to mark your requests as their status changes. 
 
To mark a request as received, cancelled, or lost, you will need to click on the item below: 

 
 

Clicking on Pending as the 
Borrower will allow you to see 
which library your request is 
currently being review by. 


