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OCLC Worldshare ILL (ILL Prime) Lending procedures 
 

1. Log into the ILL staff interface: https://yourinstitution.share.worldcat.org/wms/cmnd/ 

 
 

2. Click on Interlibrary Loan Prime 

 
3. Either click Lending Requests in the left panel or click the Can You Supply link to view lending requests that are 

waiting for process 

 
 
 
 
 
 

https://yourinstitution.share.worldcat.org/wms/cmnd/
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4. Click on the Request ID or the Title to open up the request 

 
 

5. Click Search my library’s online catalog, make sure of the right book/journal  
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If FOUND in our OPAC: 
• Copy the call number (if no call number, copy the biblionumber) and paste into the Local ID in ILL Prime 

request then click Save

 
 

• Mark as Retrieving under Actions  

 
 

• Click Add To Request Print Queue by clicking on the small arrow beside Print Now button 

 
 

• Click on the Next Request and repeat step 5 until there are no more requests 

If NOT FOUND [or cannot loan/EBOOK, etc.] in our OPAC: 

• Follow the procedures in Respond No to Requests as a Lender section 
 

6. Click Print Queue in the left navigations, then click Requests under Lending label to open up the Print Queue 
screen 
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7. Check on the requests that need to be printed, and choose either print 1 per page or 2 per page option 

 
 

8. Click on the Print icon to print out the request for retrieve from the stack (note the Local ID) 
• After the pull slip has printed, click on the x next to the print request ID to close it 
• Back at Print Queue: Lending Request, check the printed request(s) and click Remove to remove them 

from the print queue 

 

 

9. Search and retrieve item(s) from our stack.  If not found in stack, follow the procedures in Respond No to 
Requests as a Lender section, otherwise, continue with step 10 for book and step 11 for article 
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10. For book/LOAN:  
a. Check the book(s) out from Koha/OPAC 

 
b. At the ILL Prime home screen, scan the Request ID or click Retrieving queue 

 
 

c. Check the Print Shipping Labels and Print Book Straps/Stickers boxes 
 

d. Set Due Date (if needed) 
 

e. Click Yes.  The request auto moves to Shipped/In Transit queue under Supplied group 

 
 

f. Process the remaining LOAN request(s) in Retrieving queues by repeat step 10 c-e 
 

g. Click Print Queue and under Lending, click Shipping Labels 
 

h. Select the request(s) that need to be printed then pick the format that corresponds with our label 
(default is 6 per page)  
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i. Check all the boxes for content to be included on the labels then click on Print 

 
 

j. Click the Print icon on the Print Preview screen to print out the label 

 
 

k. Click Book Strap/Stickers and select the request to print 

 
 

l. Create the UPS/USPS label(s), package and ship the item(s) 
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11. For Article/Copy: 
***We are using a third party, open-source software (NAPS2 - https://www.naps2.com/) to create a PDF file for 
ILL Prime  

a. Double click the NAPS2 icon on the desktop to open up the Not Another PDF Scanner interface, if the 
program is not already running 

 
 

b. Scan each page by clicking on the Scan button (If using the document feeder then click the small arrow 
next to the scan button and select ILL_Prime_ADF profile) 

 
 

c. When the scan has finished, click the Save PDF button, enter the Request ID as a filename 
(***Remember where you save these files for step 11f) 

 
 

d. Click Clear and repeat step 11b and 11c to scan the next one 
 

e. Back on ILL Prime homepage, scan the article Request ID from the pull slip 

  

https://www.naps2.com/


Albright Interlibrary Loan staff workflow - Lending Page 8 of 10 

f. Make sure the Type is Copy and the URL Type is Article Exchange then click the OCLC Article Exchange 
link, browse and select the PDF file matching the Request ID that you saved in step c above 

 
 

g. Make sure the matching RequestID.pdf file is showing in the URL box then click on the Drop File button 
to upload the pdf to OCLC Article Exchange server  

 
 

h. After the file is uploaded to the server, an auto generate password will show up in the password field 
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i. Since this is an article, we do not need to check the Print Shipping Labels or the Print Book Strap boxes.  
Click Yes to finish the request 

 

 
Completing Requests – Books comes back to us 
When an item you have lent to a borrowing library is returned to you, you can close the request and mark it as 
complete. 

1. Either scan/enter the Request ID or click Returned > Returned/In Transit menu in the left navigation, under 
Lending Requests and then click on the Request ID 

 
 

2. Review and confirm the information in the Request Details then click Checked-in/Complete 

 
 

3. Check the book back in with Koha/OPAC and reshelf the items 
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LENDING: Respond No to Requests 
1. In the left navigation, under Lending Requests, click Can You Supply? 

 
2. On the Can You Supply? screen, click the Request ID or Title to display the request 

 
3. In the request, review and confirm the information in the Request Details accordion 

 
4. Review and confirm the information in the Borrowing Information accordion 

 
5. To respond no to the request, click No 

 
6. Optional: Click the down arrow to select a reason for saying no 

 
7. A confirmation message appears, and the request goes to the next Lender in the lender string 
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