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Delivering Information to You! HOW INTERLIBRARY LOAN FILLS THE GAPS 

Congratulations! You’ve just found out about an article or book that sounds like it might have that last nugget of information you need for your current research project. Let’s look at all of the steps involved in moving from this point to actually having it in your hand.

Locating Books 
[image: image7.wmf]If you find out about a book you want, make sure you know its full title. Check the spelling of the author’s name, and try to find out when the book might have been published. Get as much information as you can about the book. You might be surprised at the bits of information that have helped us locate items in the past.

Once you know the basic information, check our online catalog to see if we already have the book. We are always scanning the lists of new books being published, hoping to find items that would be of interest to our researchers. Try to search by both the title of the book, and by the author’s last (family) name – sometimes, if the title is a bit off, the author’s name will pull it up, or if the spelling on the author’s name is wrong, a keyword search by some of the words in the title will locate it.
If we do have it, note its call number and make sure the book is available, then come on over to the library. You should be able to find the book on the third floor.

If we don’t have the book, you have two options:


1) You can submit an Interlibrary Loan request, and we’ll get the book for you. The request form is here: http://www.afrl.af.mil/wrslibrary/docdelivery_form.cfm

2) Or you could check OhioLINK to see if it is available at the library at either Wright State University or the University of Dayton. If you have a library card from us, you have borrowing privileges at both of these university libraries. Going to the library, rather than waiting for Interlibrary Loan to get the book for you –will be much faster.

Locating Articles

If you’ve found an article, instead of a book, the process is much the same, but the information needed is a bit different. Again, you need to know the title of the article, the main author, the name of the publication the article appeared in and the pages it was on. Don’t worry if you don’t know all of these details – we have ways of finding the missing information. But the more you find, the easier our job will be.

The first item you should tackle is finding out the full name of the publication the article appeared in. You will probably know the abbreviations of the more common journals in your field, but it is always a good idea to double-check, just in case you miss a word. Figuring out titles from the abbreviations given can be tricky, especially if the article is published in the proceedings from a conference. Web searching can be useful here – see if you can find a web page for the conference, or a researcher’s web site that cites a publication in the conference proceedings. If you aren’t able to find anything, give us as much information as you can about the conference – we may be able to find something that eludes you.
[image: image8.wmf]Another way to get information on your article is to search in some of the online databases we make available to you. Engineering Village, with the INSPEC and Engineering Index databases, offers fairly thorough coverage of most general engineering and physics topics. Scitation, CSA Illumina, with its Aerospace & High Technology database, as well as its collection of specialized Materials databases, and ScienceDirect all can be useful places to search for your article. 

For journal articles, it’s always a good idea to see if we have the journal available online. The easiest way to check our online holdings is to use the “Search for Journals” box on our home page. If it’s not online, please check our online catalog to see if we have a paper subscription to it. Search by the “Journal Title Alphabetical” listing, and try the “General Keyword” as a back-up. We try to be thorough, here – we often have the abbreviated titles for journals in here, too.
The Library Side of the Process

[image: image9.wmf][image: image10.wmf]After you’re fairly sure we don’t own the article or book you are looking for, it’s time for you to submit an Interlibrary Loan Request. To save processing time for your request, it’s best to fill out the online form at our Forms page. When you hit the Submit button at the bottom, all of your information is e-mailed directly to us.

Once we have your request, we check to make sure your library account is in good standing (i.e., no overdue books and a current library card). Our next step is to make sure your article or book request is complete.  We double-check to be sure the title, author, pages, and year are complete and correct, as well as checking on whether we own the materials. Once we know we don’t own the book or journal, we finally reach the stage of going outside our library to find your item. Sometimes, finding libraries able supply the needed material can be the hardest part of filling your request. It may take only a couple of minutes to locate a library that has the material, or it could take up to a couple of weeks.
Many factors go into borrowing a book or getting a copy of an article, the most important one being: Is it available to borrow? Many libraries prefer not to loan out new or rare books, certain proceedings, or CD’s and DVD’s. Books in a non-circulating collection (such as reference books) are also often difficult to borrow – it helps if we only need to get certain pages from the book. On rare occasions, we may email an author or purchase the material, if there is no other way to find the material. If we have problems filling your request, we may contact you to find out if this is essential material for you, or if we can help you find the information in another source.

Once we have located libraries that have the material, then we submit your request to the national interlibrary loan system. Requests generally take about 5-10 business days to arrive, depending on how quickly the lending library decides if they want to loan a book or send an article copy. (In the national system, libraries have 4 business days to respond to our request before it is sent to the next library on the list.). How far away the library is, and how they send the items, also factor into how long it takes us to get your items.
PDF files are becoming a popular way to receive articles. We have to be aware of the Copyright Laws, but we’ll always try to deliver an article to you in this form, if it’s legal to do so.

As soon as your material arrives, we’ll send you an email notice. You should always try to pick up books and copies of articles within two weeks, if you can. If you know you’ll be out of the office longer, try to ask a colleague to pick up material for you, and let us know who you ask, so that we can send them an e-mail when it arrives.

Once you pick up a book from us, please try to use it promptly, so that it can be returned to the lending library by the due date. If you need more time with the book, please call us several days before it is due, so that we can ask for a renewal. Some libraries do not allow renewals. (We will try to tell you this when we borrow a book for you.) Please be aware of this restriction, and bring the book back promptly if we ask you to return it.

It is our goal to provide excellent service to you. If you are unhappy with the quality of an article copy or the time it is taking to receive your requests, please let us know. 
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How to Keep a Clean Record








- Always return or renew your books by their due date: call 5-3005 or � HYPERLINK "mailto:CIRCDESK@afit.edu" ��e-mail�


- Call a few days ahead to renew books borrowed through interlibrary loan: call 5-5511 x.4262 or � HYPERLINK "mailto:afrl.wsc.inter-library@wpafb.af.mil" ��e-mail�


- Contractors coming to the end of a contract should prepare their paperwork ahead of time for their next contract: see the registration forms � HYPERLINK "http://www.afrl.af.mil/wrslibrary/forms.cfm" ��here�
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Please contact � HYPERLINK "mailto:afrl.wsc.library@wpafb.af.mil" �the Library� for weekend access by noon, Wednesday.








