IDS Project Best Practices Checklist 2009
1. Direct Request: http://toolkit.idsproject.org/doku.php?id=borrowing:directrequest 
· Service is active

· Direct Request Routing Rule uses both OCLC# and ISBN#? http://toolkit.idsproject.org/doku.php?id=borrowing:routing#direct_request_routing_rule 

· Most liberal settings – Set Minimum Number in Lender String 1 (Because automate first, mediate second; and the first library in the lender string fills requests 83.3% of the time, the second 11.5%)
· ILLiad OpenURL requests are linked to Library Database and/or OpenURL Resolvers.

2. Custom Holdings: http://toolkit.idsproject.org/doku.php?id=borrowing:customholdings  

· Set Default loan and article paths in ILLiad: http://toolkit.idsproject.org/doku.php?id=borrowing:customholdings#step_3._choose_your_default_paths_for_loans_and_copies 
· Robust, well designed and differentiated Custom Holdings Groups with more than 2,000 library symbols in total
· Up-to-date Custom Holdings Groups – no more than 2 years old

3. ALIAS: http://toolkit.idsproject.org/doku.php?id=wiki:ids_project#article_license_information_availability_server_alias 
· Service is active  (also see holdings maintenance #5 for Print Serials in ALIAS)
· Using Routing Rule to bypass copyright clearance mediation for articles older than 5 years: http://toolkit.idsproject.org/doku.php?id=borrowing:routing#bypassing_copyright_clearance_for_older_articles 
4. Odyssey Trusted Sender: http://toolkit.idsproject.org/doku.php?id=borrowing:trustedsender 
· AutoElecDel setting = Always and not “Trusted”.   
Trusted means only a select group of libraries are unmediated, while No means all transmissions are manually reviewed.
· Recommendation no page checking or cropping for Ariel and other mediated forms of article delivery because that services isn’t happening with Odyssey transmissions.

5. Holdings Maintenance

· Loaded Print (physical holdings) in Serials Solutions, SFX, etc. for ALIAS. 

Serials Solutions details: https://illiad.lib.geneseo.edu/ids/project/alias/validdates.pdf 
· Maintain accurate knowledge base with Serials Solutions, SFX?

· Maintain Local Holdings Records in OCLC: http://www.oclc.org/batchprocessing/options/holdings/localdatarecords/ 

· OCLC Reclamation: http://www.oclc.org/batchprocessing/options/holdings/set/ 

6. Utilize article conversion and Odyssey Helper: http://toolkit.idsproject.org/doku.php?id=lending:convertarticles 
· Converting articles for sending, rather than printing and scanning articles from e-Journals for lending.
· Batch Odyssey with Odyssey Helper: http://toolkit.idsproject.org/doku.php?id=lending:odysseyhelper 

7. Change Inefficient Workflow Patterns: http://toolkit.idsproject.org/ 
· No paper files as backup to ILLiad records

· Any ILL paperwork stays with the item, not filed and retrieved
· Notes added to ILLiad and not handwritten on paperwork 
· Converted all paper and card file lists into ILLiad fields and workflow
· Bypass unnecessary processing, such as the pretend printing shipping labels to move requests to next status
· Disabled annoying pop-ups (CopyrightWarning in Borrowing, OdysseyReminder in Lending)
8. Actively Participate in Best Practices Community by promoting...
· Reviewed all Workflow Toolkit tips

· Internal discussion and training across various service units – MARC training, workflow open houses, etc.

· External discussion and training with other libraries – workflow tours at other libraries

· Actively report problems and enhancement suggestions to vendors

· Actively share good ideas on the listserv – staff encouraged to contribute to listserv, toolkit, etc.  We all have best and worst practices, so share the best, and are open to changing clunky workflows.
· Invite mentors to visit or visit a mentor library – if interested contact Tim Bowersox: bowersox@geneseo.edu 

