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Document Delivery Services of the UT Libraries

Overview

At the University of Tennessee Libraries, the delivery of documents (articles, book chapters, theses, as well as bound monographs and serials) is handled by several different departments and by several different methods. The three main units that handle these transactions are Digital Production, Library Express, and Interlibrary Loan, in cooperation with the branch libraries. 

As the result of several organizational changes last year (2005), the workflows of these three units are now integrated. The purpose of this web site is to familiarize the Library's staff and patrons with those workflows and with all the services that fall under our "document delivery" purview.

Digital Production Services
Digital Production serves as a vital support service to the library. Digital Production is the face of the Hodges Reserve Services. Faculty members may drop off and pick-up items that have placed on reserve for their class. 

Digital Production also maintains the copiers in Hodges as well as supports and assists Interlibrary Loan with their requests. Digital Production Services is located on the First Floor of Hodges Library in Room 170 (the former Duplication area).

Items placed on Reserve will be accessable by students at the Second Floor Circulation Desk. All processing of Reserve Materials is handled by the Digital Production Staff. Any problems or questions regarding the processing of materials should be directed to the Digital Production Staff. 

Digital Production: Electronic Reserves 

The primary purpose of the Libraries' reserve service is to provide the teaching faculty with the ability to expand the classroom learning experience by using non-textbook materials (articles, study guides, reference books, WebPages, etc.). 
The loan period of reserve items is determined by the instructor. Some materials circulate for a short period of time so that many students will have a chance to use them. 

The University of Tennessee, Knoxville Libraries Reserve Service has expanded to include online reserve items, which are available 24-hours a day, via computer, through the Libraries' catalog. 

Digital Production: Library Express 

Library Express does the in-house searching for the requests they receive as well as for those from Interlibrary Loan Lending. They then deliver those books, journals, and microfilm to Digital Production for copying and scanning.

Library Express also delivers books and bound periodicals to UTK campus users at designated campus locations. Library Express can retrieve books from departmental offices and return them to the library. To use Library Express, you must be a valid UTK graduate student, faculty or staff member.

Digital Production: Distance Education 

Digital Production also does the copying and scanning of incoming Distance Education requests. As a unit of UT Libraries' Reference Department, Distance Education offers library services to UT students who are located outside of Knoxville and are registered in distance education programs. They also provide services for the state's Extension and Experiment Station staff. Services are offered in collaboration with the University Outreach and Continuing Education Division of The University of Tennessee.

Students currently registered for credit courses at UT may request: reference or research assistance, instruction in the use of the libraries' resources, and 
books and copies of journal articles (through ILLiad).

Contact Distance Education:
146 Hodges Library
Toll-free: (877) 225-0013
Fax: (865) 974-8553

Digital Production: Interlibrary Loan (Lending)

After Library Express searches the daily Interlibrary Loan requests, Digital Production copies and scans them and also updates the transactions in three different systems (ILLiad, Rapid, and Ariel).

Interlibrary Services (ILS) serves UT faculty, staff and students by locating and delivering materials not available at the University Libraries. 

UTK faculty, staff, and graduate students may opt to have ILS materials delivered free of charge to their campus offices by Library Express. 

Digital Production: Duplication Services 

In May 2005, the Duplication Room was closed as a public service point. After the staffs of Duplication and Reserve were combined that summer, the new Digital Production unit of the Access and Delivery Services team was formed. 

Digital Production also handles the revamped duplication services for the UT Libraries. This includes installing and maintaining the public copiers that are now spread throughout the building and the branches, assisting with staff duplication jobs and color printing, and collecting money and statistical information from all copiers and card readers. We also handle miscellaneous jobs such as trimming, binding, and ordering of paper and toner supplies. 

Library Express

Library Express delivers books and bound periodicals to UTK campus users at designated campus locations. Library Express also retrieves books from departmental offices and returns them to the library.There is no charge for the delivery and pick-up of items. Photocopies can be made of articles found in UTK owned journals (for a fee). 

To qualify for Library Express service, one must be a valid UTK graduate student, faculty or staff member. All users must be currently registered in the Libraries' database and have no outstanding fines or delinquencies. 

Undergraduates enrolled in certain programs are eligible for Library Express service after arrangements have been made. To use LX, these special undergraduates must arrange to have a designated mailbox within their college of their study. Deliveries cannot be made to dorms or off-campus sites. 

Library Express: Article Requests

Patrons can request photocopies and books through Library Express. Photocopies can be made from any UTK-owned journal or periodical. The cost per citation is $2.50 for the first twenty pages and $2.50 for each additional twenty pages. The maximum citation length is 60 pages.

Photocopied material can be delivered one of two ways: courier or electronically. Copies sent electronically will be uploaded to the ILLiad web site after completion. Once this has been done, you will be informed via e-mail. To retrieve your copies, log into your ILLiad account and choose "electronic delivery pick-up" from the options on the right side menu. Copies will remain on-line for thirty days. Library Express will retain a hardcopy of the article for one week. 

If you have not selected electronic delivery, your copies will be delivered by courier to the delivery address designated in your profile.

Library Express: Book Delivery

Library Express can deliver books, bound journals or periodicals, and photocopies. Faculty can request that video recordings be delivered after the item has been reserved through the Media Center (974-4473). AgVetMed staff and faculty can have current periodicals from the Hodges Library delivered to them. LX will not pull bound material from the Hodges stacks for pick-up at the main circulation desk. All bound items will be delivered to your departmental address. Photocopies can be sent either by courier or electronically.


Library Express delivers to all Main and Ag campus addresses, including the Johnson Animal Research Building. UTMCK faculty, staff and residents can have material from other UTK libraries delivered to the UTMCK Preston Medical Library or to offices in the UTMCK research building. We also deliver to sites on Lake Street, Terrace Avenue and the Henley Street Conference Center. All deliveries will be made to either the main office or mailroom. 
Library Express: Storage

Journals located in the Storage stacks can be ordered via Library Express only if you want the material delivered. Orders for Storage items wanted for pick-up at Hodges or a branch can now be made from the Library's online catalog. 

Turnaround time for delivery and pick-up is approximately 24 hours from the receipt of your order. Extensive orders will take longer. Items ordered from the Storage Stacks, AgVetMed, Law or Preston libraries may take an additional 24 hours. 

Requests will be handled in the order received. With the above possible exceptions, orders received on Friday may be delivered the following Monday. Library Express will not be responsible for late fees. Request status can be tracked via your ILLiad account.

Library Express: Interlibrary Loan Searching

Library Express searches the daily requests from Interlibrary Loan Lending from the stacks and delivers these to Digital Production for copying, updating, and scanning. 

As a back-up, Digital Production does this searching when Library Express staff are called to do special projects, such as Storage moves.

Library Express: ILLiad

Library Express orders are placed via ILLiad, our web-based portal. The website can be accessed from the Library's homepage. To register on ILLiad and for all subsequent log-ins, you will use your UT NetID and password. For more information about your NetID, please refer to the Office of Information Technology (Students: 974-9900, Faculty & Staff: 974-9800). 
Entry to both your ILS and LX accounts is done using the same ID and password. You do not need to re-register if you are already using one of the services. Pick-up requests can be made via e-mail, phone or ILLiad. We only accept orders for library material via ILLiad. 

Interlibrary Services
Interlibrary Services, ILS, serves UT faculty, staff and students by locating and delivering materials not available at the University Libraries. 

Interlibrary loan is only available to faculty, students, and staff of the University of Tennessee. If you are not affiliated with UT, including UT Library Courtesy and Subscriber Borrowers, contact your home institution's or local public library's interlibrary services department. 

If you need immediate assistance or require special arrangements for pick-up, contact Interlibrary Services by phone at (865) 974-4240.

Interlibrary Loan: Lending

ILS absorbs up to $35 of the cost of ordering any item. We return requests for items that cost more, leaving the patron the option to purchase it or we may suggest that you contact Collection Development to see if the library can purchase the item for the collection. 

ILS does not deliver to home addresses. If this is a problem, contact the ILS staff for possible exceptions. ILS does provide electronic delivery when available.

Interlibrary Loan: ILLiad

Patrons can request materials trough the Library's online ILLiad system. 

Use ILLiad to submit, track, renew, and even retrieve Interlibrary Loan, Library Express, Storage, Social Work Nashville, and Distance Ed requests. 

One of the many improvements we have made in ILLiad is the use of a campus-wide/unified authentication method called NetID. Now you can use your NetID to access ILLiad, electronic reserves, databases, and electronic journal collections from your home computer.

Interlibrary Loan: RAPID

Interlibrary Loan requests are processed through two systems: ILLiad and RAPID. RAPID is a system where member institutions receive and fill requests on a higher priority than regular ILLiad requests. It was developed by the Colorado State University Library after they lost their whole collection to water damage. 

http://rapid2.library.colostate.edu/
Interlibrary Loan: Ariel

Ariel is the system in which we scan all Interlibrary Loan requests. Documents are delivered automatically by the internal software. The receiving station must also be active in order for the delivery to occur. Otherwise, the scan remains in a queue on the sender's end.

http://ariel.mimas.ac.uk/latestnews.htm 

Interlibrary Loan: Resends

Part of the Interlibrary Loan process is handling requests to resend articles. Problems can occur on the scanning end or the receiving end. Sometimes a page is missing from the article or it misfed when going through the scanner. These requests are either rescanned, or sometimes they have to be entirely searched again. 

Resources

UT Library website
http://www.lib.utk.edu/ 
Access and Delivery Services of UT's Hodges Library
http://www.lib.utk.edu/circ/ 

RAPID website
http://rapid2.library.colostate.edu/
Ariel website
http://ariel.mimas.ac.uk/latestnews.htm
UT logo and Hodges Library logo used with permission from webmaster at UT Library
http://www.lib.utk.edu/contact/ 
All photographs were taken by Seth M. Jordan.

Contact

I have worked at the University of Tennessee-Knoxville Libraries for 20 years. Most of my experience before the recent organization described in this website has been in the public service areas of Course Reserves, Circulation, and Current Periodicals. 
This website was created as my final coursework project for Instructional Technology 578 in Spring 2006, as well as a project requirement for my participation in the Library's Career Employee Program. 

I welcome any feedback, criticism, or questions regarding this site. 

Seth Jordan

Digital Production Supervisor
Hodges Library
1015 Volunteer Blvd.
Knoxville, TN 37996 

sjordan@utk.edu
(865) 974-4121 
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