
How to Identify and Review ILL Paging Slips: 

EXAMPLE: This is an example of a TYPICAL ILL paging slip: 

 

“IFLS LIBRARY SYSTEM” will always 

be listed at the top of ILL paging 

slips. 

The ILL “patron” is listed here.  

*Always CHECK OUT the item to 

this ILL patron in Sierra.*  

Do not place the item In Transit. 

The pickup location will always be 

“Checkout to ILL. Staff use only.” for 

ILL paging slips.  

Always CHECK OUT the item to this 

ILL patron in Sierra. 

*Always check the NOTE field.*  

• For this request, the delivery 

hub abbreviation is listed in 

parentheses, followed by 

the WISCAT request number. 

• Please route the item to the 

delivery hub listed using a 

pink out-of-system courier 

flag. 

• Refer to this example (and 

at the end of this 

document) to ensure the 

pink flags are filled out 

correctly. 

Please include the paging slip with 

the item when routing in the courier. 

 

https://iflsweb.org/wp-content/uploads/2023/05/Out-of-System-Courier-Flag-Example.pdf


EXCEPTION #1: Item DUE DATE needs to be CHANGED in Sierra (and item 

routed in the courier): 

 

 

“IFLS LIBRARY SYSTEM” will always 

be listed at the top of ILL paging 

slips. 

The ILL “patron” is listed here.  

*Always CHECK OUT the item to 

this ILL patron in Sierra.*  

Do not place the item In Transit. 

The pickup location will always be 

“Checkout to ILL. Staff use only.” for 

ILL paging slips.  

Always CHECK OUT the item to this 

ILL patron in Sierra. 

*Always check the NOTE field.*  

• For this request, the delivery 

hub abbreviation is listed in 

parentheses, followed by 

the WISCAT request number. 

• If the ILL patron has 

requested a different due 

date, the requested date 

will appear here as “DUE 

DATE ___.”  

• Please change the due date 

in Sierra when checking the 

item out to the ILL patron. 

• Route the item as indicated 

in the first example using a 

pink out-of-system flag. 

Please include the paging slip with 

the item when routing in the courier. 

 



EXCEPTION #2: Item needs to be MAILED via USPS: 

 

 

 

“IFLS LIBRARY SYSTEM” will always 

be listed at the top of ILL paging 

slips. 

The ILL “patron” is listed here.  

*Always CHECK OUT the item to 

this ILL patron in Sierra.* 

Do not place the item In Transit. 

The pickup location will always be 

“Checkout to ILL. Staff use only.” for 

ILL paging slips.  

Always CHECK OUT the item to this 

ILL patron in Sierra. 

*Always check the NOTE field.*  

• “(PLEASE MAIL)” indicates 

the item should be mailed 

to the address listed in the 

ILL patron record. 

• For this request, the “IL” 

number is the OCLC request 

number used for staff 

reference.  

Please include the paging slip with 

the item when mailing it. 

 



 

 

 

 

 

 

 

 

Prairie Lakes  

Beloit Public Library  

1-19-23 

Write the System Delivery Hub here. Find delivery hub 

locations in the ILL patron record in Sierra (Address 2 

and Note fields) and the SCLS Delivery Network List. 

Write the Receiving Library’s name here and 

include today’s date. 

 

 

Out-of-System Courier Flag Example (printed on pink paper) 

MINITEX Example 

Minitex  

Minitex  

1-19-23 

For items going to 

MINITEX, both the 

System Delivery Hub 

and the Receiving 

Library will be 

“MINITEX.” 

REMINDER: Be sure to insert 

the slip into the item with the 

top sticking out to ensure the 

item is routed to the correct 

location. 

Chippewa Falls PL 

Write your library’s name here. 

 

 

Chippewa Falls PL 

https://www.scls.info/delivery/network/networkhome.htm

