Getting the Best Out of DOCLINE

http://DOCLINE.gov
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What is DOCLINE?
http://docline.gov
DOCLINE is the National Library of Medicine's (NLM) free automated interlibrary loan (ILL) request routing and order referral system.
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Purpose: to provide improved document delivery service among libraries in the National Network of Libraries of Medicine® (NN/LM®) by linking journal holdings to efficiently route the requests to potential lending libraries on behalf of the borrower.
· 1985 – Resource Medical Libraries (7 libraries

· 1987 – All Regions (2400 libraries)

· 2000 – Web DOCLINE

· 2008 – US, Canada, Mexico (3100 libraries)

DOCLINE System

http://www.nlm.nih.gov/docline/: Lists resources of use to DOCLINE members, including technical requirements and the DOCLINE manual.

DOCLINE Factsheets

http://www.nlm.nih.gov/pubs/factsheets/docline.html
http://www.nlm.nih.gov/docline/doclineguidelines.html
National Network of Libraries of Medicine (NN/LM)

http://nnlm.gov/
The mission of the NN/LM is to advance the progress of medicine and improve the public health by providing all U.S. health professionals with equal access to biomedical information and improving the public's access to information to enable them to make informed decisions about their health. The Program is coordinated by the National Library of Medicine and carried out through a nationwide network of health science libraries and information centers.

· 8 Regions

· National Network of Libraries South Central Region (NN/LM SCR) http://nnlm.gov/scr/
· Full or Affiliate Members

· Full = DOCLINE Libraries

· Only Full Members are eligible for DOCLINE

DOCLINE Responsibilities of Members of the National Network of Libraries of Medicine:

1. Contact the Regional Medical Library (RML) to become a DOCLINE participant and to establish a system account.

2. Comply with the minimum system requirements for DOCLINE.

3. Comply with copyright laws governing your country or legal jurisdiction.

4. Protect the system from unauthorized access and use.

5. Provide and maintain all data for an accurate institution record in DOCLINE.

6. Log in to DOCLINE daily to receipt requests or to update the status of loan requests. Maintain awareness of the DOCLINE system-applied time limits for receipts and updates.

7. Create and maintain an appropriate routing table in DOCLINE, and review it annually.

8. Enter and maintain holdings in DOCLINE Serial Holdings for which libraries have rights to provide interlibrary loan, reviewing titles at least annually.

9. Submit new serial titles to be added to LocatorPlus to NLM.

10. Notify the regional DOCLINE coordinator of any changes in the library's status (network membership, closings/mergers, consortia membership changes, etc.).

11. Submit suggestions for system enhancements to NLM when appropriate.

12. Subscribe to NLM's DOCLINE-L email discussion list to receive communications about DOCLINE.

How DOCLINE Works

1. Enter the request so it is delivered via your chosen delivery method.
[image: image4.png]lla Firefox
file Edit View History Bookmarks Tools Help (%

A 2 (2 repsmmencinimaih govses/enrer 7 ] 6 G [©Twene A -

& Ushtime zones

" HAMTMCL [ NNLMSCR [ NNLM (] NLM [ DOCUINE ] TCAC [ Librares ] Reference | Technology [ Tavel L] Re
Google | free ehooks <] G4t G- R §) (@ & [ free [ ebooks
X7 -2 - rosssisters - sarchwe - P& - O -2 -[@ -8B -

DOCLINE®

1: Lim MS, Hellard ME, Ritken CK.
The case of the disappearing teaspoons:
displacement of teaspoons in an Australian research institute.
B1J. 2005 Dec 24;331(7531):1498-500.

BMID: 16373727 [PubMed - indexed for MEDLINE]

longitudinal cohort study of the





2. The system automatically checks your routing table to see which library hold that journal title.
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3. The system also automatically checks their institutional record to see if they can deliver it via your chosen delivery method.

4. The system sends the request to the first library in our routing table that has the title and can send it via your chosen delivery method.  If more than one in the same cell can meet your requirements, the system runs an algorithm that balance loads the requests so no one library is over burdened.
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· LIBID: Unique identifier for each record in the DOCLINE system

· State code plus U plus 3 unique letters i.e. TXUTSL

· Activity and Status Messages Area - displays message links for incoming DOCLINE and Loansome Doc requests for your library, as well as notices regarding the status or action of requests still in process 

· Help - displays online manual

· FAQ - displays DOCLINE Frequently Asked Questions

· Contact Us - opens a page of options for contacting DOCLINE customer service, NLM interlibrary loan service, or the RML

· Preferences - allows you to change the password for your DOCLINE account

· Log Out – you can exit DOCLINE by using this Log Out link
· Home - Return to the DOCLINE Home Page

· Requests - Borrow, Lend, Receipts, Reports, Status/Cancel, EFTS

· Serial Holdings - Update/View, Reports

· Institutions - Search, Update 

· Loansome Doc Patrons – manage patron records including passwords
DOCLINE-L: http://www.nlm.nih.gov/docline/newdocline_l.html
DOCLINE-L is an email discussion list available from NLM.  DOCLINE-L is restricted to registered DOCLINE users.

To subscribe to the DOCLINE-L, send the following text in the body of an email to: listserv@list.nih.gov
SUBSCRIBE DOCLINE-L your name

Institution Tabs – Update

The DOCLINE institution record contains the institution information for libraries in DOCLINE.  Keeping your institution record up-to-date provides accurate information for other DOCLINE libraries.  The record is also used by the DOCLINE System to determine which libraries can fulfill your requests.

To update your institutional record,

· Click Institutions
· Click Update
· Note: To save changes, you must click the Save button on each page before moving on to another page

· Note: you can print out your entire library record

Updating Addresses
· When changing an address, remember to update all 3 address sections

· Add the URLs to institutional website on the page
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Updating People

· Click on Edit or Add Person to make changes on this page

· There must be at least one contact person in each institutional record
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Updating Membership

· Most of the Membership page is maintain by the RML only

· You can add Organizational IDs at the bottom of the page
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Updating Services & Fees

· This page deals mostly with your ILL services and fees

· Rush Request are filled with the same day

· Urgent Patient Care Requests must be filled immediately
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· You can choose to have your library listed in the Consumer Health Libraries Directory on MedlinePlus from this page

· You can list the services you will provide for different types of clients

· This information is used in the NN/LM Membership Directory http://nnlm.gov/members/adv.html
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Updating Loansome Doc Options
· If you choose to offer Loansome Doc service, select your preferences on this page
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Updating Out of Office Planner

· If you will not be able to provide DOCLINE service for at least 2 days, use this form to have the RML approve your temporary deactivation

· If you need to be deactivated due to an emergency, call or email the RML rather than using the form

· The staff will deactivate libraries during emergencies even if you are unable to contact them when appropriate
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Updating DOCLINE Options

· The selections on this page are the defaults in your Routing Instructions when Borrowing
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· It also includes your lending preference
· One of the factors used to route to a library is their lending preference
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This is also the page to update your Routing Table and your Monographs, Audiovisuals, and Non-NLM Journal (M/A/N) Map
To update your Routing Table, click Edit Routing Table
· To print out your current, proposed, or a comparison between the two versions, click Print All Cells
· Each Routing Table has 9 Cells

· Each cell can have up to 20 libraries  or library groups in it

· To add a few libraries to your table, add the LIBID to the Add to Workspace box
· Click Add

· To add multiple libraries to your table, use the Institutions Search option

· The Save button allows you to save your changes when moving between pages or logging out of DOCLINE

· The Request Approval button sends your final proposed changes to the RML for approval
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· To add libraries to the routing table, check the boxes next to all the LIBIDs you want to add to same cell in the Workspace
· Select the Move to Cell number, and click Go
· To move libraries to another cell, check to boxes next to the LIBIDs you want to move to another cell in the routing table

· Select the Move to Cell number and click Go
· To delete libraries from your routing table, check the boxes next to the LIBIDs you want to delete in the routing table, and click Delete
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· To make changes to your M/A/N Map, click Edit M/A/N Map
· There are 9 Rows in the map
· A M/A/N request is routing to each Row in order

· To add a few libraries to your table, add the LIBID to the Add to Workspace box

· Click Add

· To add multiple libraries to your table, use the Institutions Search option

· M/A/N requests are non-journal LocatorPlus requests and all Manual requests
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Institutions Tab – Search

Institutions Search allows you to find other records in DOCLINE.  Note: there are 9800 records in Institutions; only 3100 of them are DOCLINE libraries.
To search for libraries
· Click Institutions
· Click Search

· On the main Search page, you can search either by the LIBID, the Institution Name, or a Contact Name
· Click Search on the corresponding box

· To search by multiple criteria, click More Search Options
[image: image19.png]DOCLINE
Edit View History Bookmarks Tools Help (&

oser 25 -

D )-8 A=) (0] htps/9a.doctine gov/dociine/demo/iogin.ctm
"/ HAMTMCL [ NNLMSCR [ NNLM [ NLM | DOCLINE || TCAC || Libraries || Reference || Technology || Travel [ Re %¥ USA time zones
Google [ -] (G- ea -y -k | F) (@0 & N

& -2 0 B -@

X - & - resources ibraries nim < searchwes <@ -

DOCLINE® Holp| PAO)| Contact Us| Prferances |Log out
Home [Requests. [Seral Hoidings. [IRSTTC Y | Loansome Doc Pairons
Do )| vpasemome

Search

Enter kepword(s) in ome of the boxes below.

Lo T T —

ey = SR (Text Reco) - T

& 212PM





· The Search Builder allows you to select different fields
· Popular fields are City, Copy Charges, and Library Group
· Click Add to Search for each criteria you want
[image: image20.png]bster

DOCLINE ® - Beta - Mozilla Firefox
Edit View History Bookmarks Tools Help &
A (= B ttos//a doctine gov/docine/demortogin.cfm w -
© | HAMTMCL || NNLM SCR || NNLM || NLM || DOCLINE || TC4C ibraries || Reference || Technology | Travel || Re
Google [ -] (G- ea -y -k | F) (@0 &
- | serchvies - <[ @ I @ - & -

X - & - resources ibraries nim

& Ushtime zones

® B -W.

Search > search Builder

Buia your search by selacting Fram pulldawn afs

(EHiEe Senreh Pl

Area Cade.

ciry
Contact Name

T oy Charses
Couniy
Delivery 00t <t e
(Frembership IF1D
(embership ooy Group
((Services 3| Number of Holdings
LSee? oCiC oode
Region
Staal province

U, County
Zip / Postal code.

leLing paricipnt

b Library

ey = SCR (Text Reco) - 1

’

qadoclinegov () <
s 212PM

<[
Done





· Use the Filters to narrow your search
· DOCLINE Participant and Open Library are default options

· Click Add to Search
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· Results display the search criteria at the top of the page
· You can modify the search by click Edit this Search
· Click on the library’s name to view their record
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· Use the record to decide if the library should be in your routing table
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· To display options are at the bottom of the page
· Change the View, Sorted by and Results per page and click Refresh
· To download the results to viewed in Excel, click Download
· To print the results in a printer friendly view, click Print
· To add libraries to your routing table or to the M/A/N map, check the boxes next to the libraries you want to add, and click Add to Routing Table or Add to M/A/N Map
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· You will be notified of which libraries are about to be added and which are duplicates
· Click either Add and Proceed to Routing Table or Add and Return to Results
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DCUAFP  Ash Library - Armed Forces Institute of Pathology, ILL
KYUFCH  Blanchield US Army Community Hospital(BACH)(KYUFCH) - Medical Library,
MDUUAE  Canter for Heslth Bromotion and Preventiva Medicing - CHPPM Library
GAUEAM  Duight David Eisenhower US Army Medical Center (DDEANC] - Health Sciences Library
COUUFC  EVANS ARMY COMMUNITY HOSPITAL (EACH) - LANE MEDICAL LIBRARY ILL
VAUARF  HQDA-AFML - Armsd Forces Madical Library.

KYUIAC  IRELAND US ARMY COMMUNITY HOSPITAL - MEDICAL LIBRARY ILL.

KSUIRW  IRWIN ARMY HOSPITAL - MEDICAL LIBRARY

NYUUSM Kl Army Community Hospital (*3) - Medical Library

MDUKBH  Kimbrough Ambulstory Cara Center - ATTN Madical Library.

ALULYS  Lyster US Army Community Hospital - Medical Library

WAUMAD  Madigan Army Medical Center - Madical Library.

GAUMTN  Marcin Army Community Hospical - Medical Library

VAUMDA  MeDonald U Army Community Hospital - Medical Library.

SCUMRE  Moncrief US Army Community Hospital - Medical Library ILL

ALUAFZ  US Army Asromadical Research Laborstory - Sciznce Information Center

VAUDAH  US Army MEDDAC - Dewite Medical Library

AKUBRK  US Army Madical Activity (USA MEDDAC), Alaska - MCUC-LIB/Kimmell

MDUUMR S Army Medical Ressarch Institute of Infectious Diseases - Medical Library

MOUGEL  USA MEDDAC - MEDICAL LIBRARY ILL

MDUWRD  Walter Reed Army Inst. of Resarch & Naval Med. Resarch Ctr - Gorgas Memorial Library

Bldg, 0" Level, Room 04860

‘The following record(s) can not be added to your Routing Table Workspace:

AZUBAH  Raymond W. Bliss Army Health Center - Health Education Resource Center Already exists (Proposed Cell 1)

HIUTHH  Tripler Army Medical Center - Medical Library MCHK-HE-ML, Room 11A 101 Already exists (Proposed Cell 1)

NYUFTD S Army Madical Department Activity - Madical Library Interlibrary Loan Already exists (Proposed Workspace)

MDUADF S Army Madical Ressarch Insttuts of Chemics| Defansa - Wood Tachmical Library/MCMR- Uv-RT-W Already exists (Proposed Workspace)
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Serials Holdings Tab – Update/View
The Serials Holdings tab allows you to maintain your institution’s serial holdings and to find other libraries’ serial holdings.

Holdings added into DOCLINE are for serials for which libraries can provide interlibrary loan service.  If a title cannot be used for interlibrary loan for any reason, do not include it in your holdings list.
To access Serial Holdings 

· Click Serial Holdings
· Click Update/View
Manage your holdings

· Make sure that the My Library box is checked

· In the Bibliographic Search section, type in the NLM Unique ID, ISSN, OCLC number, or the Journal Title/Title Abbreviation

· Click Search
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· On the Serial Holdings Add screen, select the Retention Policy

· Permanently retained requires holdings information to listed by volumes/years owned

· Gaps in holdings can be inserted using Insert Row button

· Select Acquisition Status
· Currently receiving

· No longer acquiring
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· Retained for a limited period allows you to select how long you retain holdings (i.e. 10 years, 5 years)

· Select Physical Format

· Most common formats are Text, Computer file, remote (electronic journals) and Multiple physical forms

· Select Completeness
· Select Commitment Levels

· Click Add
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· To update a holding record, click Update
· To delete a holding record, click Delete
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Finding other Libraries’ holdings

· Make sure My Library is not checked

· In the Bibliographic Search section, type in the NLM Unique ID, ISSN, OCLC number, or the Journal Title/Title Abbreviation

· Select Top Filters as appropriate

· My Library Groups

· My Region

· My Routing Table

· Not My Routing Table

· My State/Province

· Click Search
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· Select Additional Filters as appropriate

· Click Add to Search
[image: image31.png]Edit View History Bookmarks Tools Help (%

hitps://ga.docline gov/docline/demo/login.cim

75 <] G G [=-[voe Pl -

& Ushtime zones

™7 ((rsttctions| (LGansome Doc Patrons

Serial HolINgS » riters

Delivery Options and Services - Holdings Format - Location - Library Group

Dctvery Methoa Membership Information Interibrary Loan
[T oever v st [ socune pamcpart [T errsparscpart
[T oetver v £ 07 [ cpen ey [

[T oever v mai e [T fesmuree corary

[T it et patient Core Reseests
[ oever v rax

[T prviges coer copies
[T oetvers v e

[T oetver v wes o
[ oetvers v wes 7.

[ metrome [WESY

] o Cower

BacktoTep

State/province

[ e [ (] e e ] s
[ [ [ e ] etV
(1] e oo G (1] o o (] wersn

[ e e (] Mo ket [ e
(1] ses [ Kty (] Morem Masrs arcs ] et
[Pl S mo= [ 3 o

) Loy e o [ e ] overams ] et





· On the Serial Holdings Record Display page, click on the selected LIBID

· The holding information for that LIBID will display

· Click on the icon to the left of the LIBID to view the library’s institutional record
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Searching LocatorPlus

· LocatorPlus is embedded inside DOCLINE

· Search LocatorPlus when you are uncertain of the correct journal title

· HINT: Limit the search to Journal Title or to Currently Published Journals
· Notice that that a blue bar with the Back to DOCLINE button at the bottom of the pages
· This means nothing has been selected to search in DOCLINE yet

· Click Search
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· Notice that the bar is now yellow and has a Return to DOCLINE button

· An item can only be selected by going to an individual bibliographic record and seeing the yellow bar with the Return to DOCLINE button

· Click Return to DOCLINE to add this title to your search
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· The bibliographic information is added to the search form

· Add the Filters as appropriate

· Click Search
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Serial Holdings Tab - Reports

Most of the Serial Holdings Reports need to be requested individually.
Create Reports

· Click on the name of the report you want
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· For each report, select the report format and information included
[image: image37.png]DOCLINE ® - Beta - Mozilla Firefox

Edit View History Bookmarks Tools Help (%

D O~ A = [0 nttps//ga.docine gov/dociine/demoriogin.cim 75 <] G G [=-[voe P -
" HAMTMCL [ NNLMISCR [ NNLM (| NLM [ DOCUINE [ TCAC [ Librares [ Reference [ Technology [ Travel L Re &F USA time zones
Google [ -] (G- ea -y -k | F) (@0 & N
X! -2- v serchwe -P- | -B O - -[O BT -

Help| FAQ| Contact Us | Preferences |Log Out

DOCLINE®

” - Ao
Home [Requests. [ELEL L ] [institutions. [Loansome Doc Patrons.
view

(Crepors )

Holdings by Libra
Create Reports ‘9= by Library.
tiokdines by Ubeary
oldings Not Updsted

ithin One Vear

Holdings Outsids of
Bublication Date
Level 2 Holdings
LM Seris| Ttle

HTML (0 view in your brovser or print)
CSV (comma delimitad; to import into Excal, Accass, etc.)
MARC 21 (to import into your library systam)

(Review Reports

[ Acquisition status.
[ commitment Level
[ completeness

[ continuation Notes
[ pate Added/Maodified
[ encoding Level

[ Frequeney

TXUTAL-DEMO TAL
University of SCR (Test Racord) i ILL

LM Unique 10
[ ocLe number

[ ehysical Format
[ place of Publication
[ publication Date
[ publisher

[ Retention Policy.

ite
[ Titte Abbreviation

Done.

qadocinegov & <





Review Reports

· There will be a SERHOLD Report(s) Ready message on the Homepage when they are available

· Click SERHOLD Report(s) Ready
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· On the Review Reports page, view completed reports or cancel pending reports
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Request Tab - Borrow
DOCLINE provides users the ability to order copies or loans of biomedical literature using a variety of methods depending upon the citation information available and the material being requested.  There are 5 methods of borrowing a request.
To borrow:

· Click Requests
· Click Borrow
1. Borrowing using UniqueKey

To order PubMed citation using the PubMed ID (PMID):
· Click UniqueKey
· Enter the PMIDs in the search box
· Up to 11 PMIDs separated by spaces or commas can be entered at one time
· Click Search
To order using items using other IDs:
· Enter Other Unique ID in the search box
· Only 1 Unique ID can be entered at a time
· NLM Unique ID

· ISSN

· ISBN

· OCLC

· Full Title/Title Abbrev

· Truncated Journal Title/Title Abbrev
· Click Search
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2. Borrowing using PubMed
· Click PubMed

· PubMed is embedded inside DOCLINE

· Search PubMed to find your citations

· HINT: Use the Advance Search feature within PubMed to find a specific citation
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· On the Search Results page, click the Send to: Order option, to bring the citations to the Process PubMed Orders Page
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vu oD, O, Bhalla S, Pete

n C, Wanq LL, Balfe DM

Mallinckrodt Institute of Radiology, Washington University School of Medicine, 510 S Kingshighway Blvd, St Louis, MO 63110,

Prompt diagnosis of aortoenteric fistulas is imperative for patient survival. The dinical signs of aortoenteric fistula
include hematemesis, melena, sepsis, and abdominal pain, but the condition also may be diinically occult. Because
dlinical signs may not be present or may ot be sufficiently specific, imaging is most often necessary to achieve an
accurate diagnosis. Although no single imaging modality demonstrates the condition with sufficient sensitivity and
specificity, computed tomography (CT), owing to its widespread availability and high efficiency, has become the

imaging modality of choice for evaluations in the emergency setting. CT has widely variable sensitivity (40%-90%)
and specificity (33%-100%) for the diagnosis of aortoenteri fistulas. To use this modality effectively for the initial
diagnostic examination, radiologists must be familiar with the spectrum of CT appearances. Mimics of aortoenteric
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File
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· The Processing PubMed Order page allows you to select an individual citation or a group of citations to be process similarly
· Click the check boxes next to the citations to select the citations

· Click Next
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· On the Routing Instruction page, most of the instructions are automatically entered from your Institutional Record
· Select the Referral Reason
· Click Next
[image: image44.png]DOCLINE ® - Mozilla Fi
Edit View History Bookmarks Tools Help (%

bster .

W

A 2 ([ pssrdocinegov/dociinerioginim
forris | Reference | Technology | Travel | Re ¥ UsA time ones

-] (G- ea -y -k | F) (@0 &
- sechves - P [@ 8 D - [@ B W

Help| FAQ| Contact Us | Preferences | Log Out

—
M) [Serial Holdings. [(institutions! [ Loansome Doc Patrons
([eorrow ) tend || Receipts || Reports ||_Status/Cancel
Qoieker ) (_ubMed ) [ Locorarpius ) Momual ) [ Loansome Doc Tronser

| HAMTMCL [ NNLM SCR [ NNLM [ NLM (] DOCUINE [ Tcac

Google |
X! -2 -
DOCLINE®

Form Copy ~ Copyright Compliance Guidelines + service Level Normal

Authorized By esT Referral Reason | -

Maximum Cost wa Routa to EFTS Partipants 07| 50y, At bindery

Patron lame Need No Later Than |LAC-Lacking

Commants LIC-License restiction
LOS-Lost

NOS-Not on shelf

Networke ARIEL - [T GG NOT-Not owned (ie)

NYR-Notyetreceived

Daliver 8y
Netuoric Alternative(s): Ariel [ email(por) (] email(riti) [| ORD-On order web(eor) [ webrif) [
OTH-Other
POR-Poor Condiion
PRO-In Process
Route to Lo cals 1 @ 2 @ 2 @ 4 @750 s

Refer to Resource Libraries || Routeto NLM ] Refer on after NLM Deselect Al

510 PM





· The Delivery Address page allows you to modify the address if necessary
· The default address is automatically entered from your Institution Record

· Click Finish
[image: image45.png]DOCLINE ® - Mozilla Fi
Edit View History Bookmarks Tools Help (%

bster .

W

A 2 ([ pssrdocinegov/dociinerioginim
forris | Reference | Technology | Travel | Re ¥ UsA time ones

)Gl - r . (8- &
- | sercnver - -| @ -8 @ -0 [ -B W

Help| FAQ| Contact Us | Preferences | Log Out

—
M) [Serial Holdings. [(institutions! [ Loansome Doc Patrons
([eorrow ) tend || Receipts || Reports ||_Status/Cancel
Qoieker ) (_ubMed ) [ Locorarpius ) Momual ) [ Loansome Doc Tronser

| HAMTMCL [ NNLM SCR [ NNLM [ NLM (] DOCUINE [ Tcac

Google |
X! -2 -
DOCLINE®

[University of SCR (Tast Racord)
w
1311 Dailas Biva.
ity [oaiias
State/Province (U.5. or Canada) Texas -
‘State/Province (Other)
Zip/mail Code. froass
Country USA
Library Phone Country Code [T Araa/City Code [234 Number [55:5555  xt |
Electronic Delivery Addresses
el 1231212312
Alternate Arisl
email [bbt@myemai.com
Country Code [1 Aras/City Cods [214  Numbar 444-4444

Fax





· The DOCLINE Request page will give you the request number and the library the request was routed to
· Click Full Display to print out the request
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3. Click LocatorPlus

· LocatorPlus is embedded inside DOCLINE
· Search LocatorPlus to search for non-PubMed journals, books and other items
· Utilize the LocatorPlus search filters

· HINT: Limit the search to Journal Title or to Currently Published Journals
· Notice that that a blue bar with the DOCLINE Ordering Information button at the bottom of the pages
· This means nothing has been selected to order in DOCLINE yet
· Click Search
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· Notice that the bar is now yellow and has DOCLINE Order button

· An item can only be selected by going to an individual bibliographic record and seeing the yellow bar with the DOCLINE Order button

· Click DOCLINE Order to request this item
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· The item selected in LocatorPlus is displayed on the Citation Input page

· For journal, you can add the article title, authors, volume, issue and pagination information
· For a book, you can add the part title, part authors, volume, issue and pagination information

· Click Next
· Continue to process the request
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4. Click Manual
· Manual is to be used only when you cannot find the citation in PubMed or LocatorPlus
· Everything has to be manually typed into the Citation Input page
· The request will only route to 9 possible libraries that may or may not have your request 
· It should be verified by some resource, such as CINHAL or WorldCat

· Manual is to be used only as a last resort
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5. Click Loansome Doc Transfer
· This option is used for Loansome DOC requests by your patrons that you cannot fill internally

· The request will route using your DOCLINE Routing Table

· Enter the Loansome DOC request number and click Go
· Continue to process the request
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Requests Tab - Lend
DOCLINE allow libraries to update the status of requests received by their institution. There are 2 methods for updating lends.

To manage lend requests:

· Click Requests
· Click Lend
1. To process multiple requests with the same action, Click Batch
· Enter the DOCLINE request numbers in the input box by:
· Typing each individual request number that will be handled similar
· Using a barcode scanner and the barcode on the DOCLINE request printout

· Separate request numbers with a space, a comma, or a carriage return
· Click the Action dropdown box to select:

· Filled as Requested

· Filled as Indicated

· Rejected

· Click Update
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· On the DOCLINE Requests Updated page, click Return to process more lends
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2. To process numerous requests individually, Click Single
· Select the DOCLINE request number in the Number drop down box

· Note: the values for the Method/Reason, Type and Form change to the information associated with the request number
· To view the request, click the View icon

· Select the Action to fill or reject

· Change the Method, Type and Form as appropriate

· If rejecting, select the reason you are unable to fill the request

· Click Update
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Requests Tab – Status/Cancel
Status/Cancel allows you to find, reprint, view the history, cancel or resubmit requests.  

To access Status/Cancel

· Click Requests
· Click Status/Cancel
Find Requests

· Using the drop down boxes, select the type of requests you want to view:

· DOCLINE or Loansome Doc
· Borrows, Lends, or Transfers
· Filled, Pending, Retired or All
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Print Requests
· Click on the request number to view the full request display

· Use your browser’s print button to print out the full display page
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Cancel Requests

· Click the check box next to the DOCLINE request number

· Click Cancel Checked Items
· Note: If a request has been received by an institution, you must also call the institution to cancel the request
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View History
· Click on the text under Action to view the history of the request
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View the Lender Institution’s Information
· Click on the Lender’s LIBID to view the ILL information

· The ILL information will open in a new window
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Review retired unfilled requests

· On the DOCLINE Homepage, click Request was retired unfilled
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· Click Reviewed to acknowledge that you have received this message
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Resubmit the request
There are 2 ways to find requests that can be resubmitted

1. On the DOCLINE Homepage, click Request was retired unfilled
· On the Status/Cancel page, click the red arrow next to the request number

2. On the Status/Cancel page, search for DOCLINE Borrow requests that have been retired

· Note: this method can be used to find requests that were previously reviewed
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· Process the request as normal

· Note: You can review the request and its history on the Beyond Routing Map page
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Requests Tab - EFTS
The EFTS option is only available to DOCLINE libraries enrolled in the Electronic Funds Transfer System from University of Connecticut Health Center, Stowe Library (https://efts.uchc.edu/efts/).

EFTS is a billing system used by DOCLINE libraries.  Participants establish an account with the University of Connecticut Health Center.  Lenders upload billing data for DOCLINE or other transactions.  Their accounts are credited and Borrowers' accounts are debited.  Lenders pay a five percent (5%) fee of the amount collected.
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Request Tabs – Reports

There are several ILL statistical reports available for each library.
To access ILL reports

· Click Requests

· Click Reports
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Loansome Doc Patrons Tab
This tab is for libraries that offer Loansome Doc service.  It is a way to manage their patrons’ records.
· To access your Loansome Doc Patron records, click Loansome Doc Patrons
· Use the search criteria and filters to find individuals or a list of patrons.

· To access your entire patron list, click Search without entering anything else in any field
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· You can modify the patron’s contact information

· You can authorize or unauthorize a patron by click the Authorized Patron box

· Click Reset Password, when the patron has forgotten their password

· They receive an email with a new password
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