Getting Started with Document Delivery
DR. KATIE DEVITT: Hello, and welcome to a quick tutorial on getting started with document delivery. I am Dr. Katie Devitt, and I am the resource-sharing librarian. I oversee document delivery, which includes interlibrary loan and course reserves. So to get started with your document delivery account, if you log in to our main library website at library.ttu.edu, you see in the center of the page a yellow box that reads Document Delivery/Interlibrary Loan. If you click on this, it's going to give you basic information about our services, how to contact us, our hours of operation, and where you can find us on the ground floor. 
It is also worth noting that this is how you log in. So if you click the bright red button, it will let you log in using your e-reader. If this is the first time that you are using our services, it's going to ask you for some information first. At any time that you want to edit that information or revisit that information, you can access it under the left-hand menu, where it reads Tools, and then selecting Change User Information. The very first time you log in, you will see this screen by default. 
So for here, you can go ahead and enter your information. If I was a graduate student, I could fill out TTU Graduate Student and then choose my department. I work in the library, so I'll select Library, but you can choose whatever your major is. And then you have the option to choose a pickup location. With this, you can choose to pick up your books at the main library, which can include in the document delivery office, at the main circulation desk, at the east desk, or at our curbside pickup at the southwest corner of the building. 
You can choose to pickup at the Peters Family Legacy Library in the Black Cultural Center. You can choose to pickup at the architecture library, or you can choose to pickup at the law library. I'm going to go ahead and select main library today. Then you'll fill out your personal information. I'm going to put my office number for our street address. And once you have all of that filled out, you have the option to add an authorized user. What an authorized user is a person who can pick up your items for you. Should you choose to do this, what they will need is a copy of the email you were sent that says the item is available, and their own ID. 
So once all of this is good, we're going to say Submit Information, and then we can request anything we want. The basic way to make a request is you choose the form that's going to best help you. So say I wanted to request a book. And then you're going to fill out the citation the best you can. 
So say I want to request The House on Mango Street. I'll put in who the author is, what the title is. The edition may not matter for this. But if you need a specific edition, give us the edition. If you have the ISBN, you can actually input the ISBN and just click Search. In general, the more information you can give us, the easier it's going to be for our staff to find that item and to get it to you. And I can say any addition is fine, in English please-- because I know that this was published in both English and Spanish. 
And then we can click our preferred format. We will see what we can to do the best we can to get the item that you need. But it doesn't matter, you can just say no preference. We will preference the thing that is easiest to get, if we cannot get, say, an e-book for you. Then you can say if you'll take a language other than English, if you'll take an alternate edition or an alternate format, and then submit requests. And there you go. You've made your first document delivery request. 
If you have more questions, please feel free to stop by our office and let us know, or check out our other tutorials. Thank you. 
