
CIRCULATION 
Assigning Rotation and ILL Cards 

1. Search for the card in the catalog 2. Click the barcode 

3. Add title & author to the notes field 

and click ‘Update’ 

4. The record now reflects the change 

Use for rotation books that aren’t barcoded and ILL books from outside the consortium 

You can scan the card into ‘Search the catalog’ to quickly find the record 



Incoming 

ILL Book 

 

 

 

ILL Cards 

8. Put yellow card 

back in book Rotation Cards 

CIRCULATION 
Using Rotation and ILL Cards 

Use for rotation books that aren’t barcoded and ILL books from outside the consortium 

Rotation 

Book 

(no barcode) 

 

 

1. Assign white card 

2. Remove yellow 

card, clip to white 

card 

Rotation Card Rotation Card 

3. Scan card to 

checkout to patron 

4. Book is checked 

out to patron 

5. File card sets 

Rotation Card Rotation Card Rotation Card Rotation Card 

Rotation 

Book 
(no barcode) 

 

6. Pull cards 

from file 

Rotation Card 

7. Scan card to 

checkin 

Rotation Card 

Rotation 

Book 
(no barcode) 

 

9. Put book back 

in rotation box 

10. File white card 

for later reuse 

Incoming 

ILL Book 

 

 

1. Assign blue card 

ILL Paperwork Rotation Card 

3. Scan card to 

checkout to patron 

4. Book is checked 

out to patron 

5. File card sets 

Rotation Card Rotation Card Rotation Card Rotation Card 

Incoming 

ILL Book 

 

 

6. Pull cards 

from file 

Rotation Card 

7. Scan card to 

checkin 

ILL Paperwork 

9. Return book to 

lending library 

10. File blue card 

for later reuse 

2. Remove ILL 

paperwork, clip to 

blue card 

Checking Out 

Checking Out 

Checking In 

Checking In 

8. Put ILL paperwork 

back in book 


