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IntraLibrary Loan (District ILL) 
 

This procedure will allow you to check out items from one SirsiDynix library to another SirsiDynix library 
within the same school district. That library can then check those items out to their patrons. 
 
1.  School A requests item(s) from School B. Do not use WorkFlows for this step. 
 
2.  School B uses the checkout wizard to check out the item(s) to School A’s ILL user.  This will be  
     “building code dash ILL”   ex. LMWE-ILL   - this user has already been created for all libraries. 
 
 

NOTE: As items 
are checked out, 
they will appear in 
a list at the bottom 
of the screen.   

   

 

 

 

 

 

 

 

 

 

 

 

 

Item in Transit screen displays as each item is 
scanned. 

3.   When all items have been checked out, send them                      
to the School A. 
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4.   School A checks in the item(s) using the Check in wizard or the Receive Transit wizard. 

5. School A checks out the item(s) to the user using the Checkout wizard (uses School A circulation 
policies). 

6. School A checks in the book(s) when returned from user using the Check in wizard. 

NOTE:  The Route/Transit To column says ILL. At this point you can check out the item to another 
user (repeat step 5) or return it to the owning library (Step 7). 

 

7. Scan the item a second time while you are still in the Check in wizard. The Route/Transit To column 
will tell you which building to send the item to. 

 

 

 

 

 

 

 

 

8. School A sends the item(s) back to School B. 

9. School B checks in the item(s) using the Check in wizard or the Receive Transit Wizard. 

 

NOTE: Use only the barcode on the book to check it in and out. Do not put a different barcode on         
                  the book for ILL (IntraLibrary Loan). 
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What happens when an item is checked out to the ILL user, but request is cancelled (item is NOT 
sent)? How do you make the item “Available” again in the owning library (School B)? 
 
Scenario – School B has checked the items out to the ILL user for School A (Step 2). School A decides 
they do not need the items.   
 

1. Click on Special Circulation group/ PENDING 
TRANSITS wizard, you may see the following 
message, or a list of items intransit to your building. 
(However, these items are now intransit to the other 
library).   

 
 

2. Click OK. Click on Gadget, select “School 
A” from the drop-down menu: 

 
 
 
 
 
 
 
 
Intransit list will display. The items you have sent (but were not received) will display “For temporary 
shelving”. 
 

 
 

3. Select item, click “Receive item”; you will need to use override code to complete: 
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4.  Item will now display as “Checked Out” – do NOT put item in transit again – click “Cancel”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5.  School B will now check item in (Checkin wizard), item status will now be AVAILABLE at owning 
library.  
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IntraLibrary Loan 
 

Library transaction Item Status Status Description 

Library2 requests item from Library1 AVAILABLE 
On shelf at Library1 available 
for  loan 

Library1 librarian checks the item out to 
LIBRARY2-ILL 

INTRANSIT 
Tracking transport from 
LIBRARY1 to LIBRARY2 

LIBRARY2 librarian receives item in transit ILL 
On shelf at LIBRARY2 
available for  loan 

LIBRARY2 librarian checks item out to 
patron 

CHECKEDOUT 

Item is on loan to patron and 
also to  

LIBRARY2-ILL 

Patron returns item and LIBRARY2 librarian 
checks item back in 

ILL 
On shelf at LIBRARY2 
available for  loan 

LIBRARY2 librarian checks item back in to 
clear loan to  
LIBRARY2-ILL 

INTRANSIT 
Tracking transport from  
LIBRARY2 to LIBRARY1 

LIBRARY1 librarian receives item in transit AVAILABLE 
On shelf at LIBRARY1 
available for  loan 

 
The transit function allows a library system to track items transferred between buildings in the same 
district. 
The ILL status allows items belonging to one building to be temporarily loaned to another building. This 
loan can be for a single loan to a patron or a longer term loan for circulation to multiple patrons. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


