
TLC Module  
Instructions are general, configurations may differ, for additional support contact Library Resources 742-6091 
 
 
Introduction: TLC borrower type ILL is used as the “In-transit location” when an item is “In-transit” to another 
location. Additional information on the exact steps to process an inter library loan item can be reviewed in help 
file: How to ILL. http://www.asdk12.org/depts/library_resources/help/PDF/ILL_process.pdf 
 
Create a new borrower; ILL type 

1. Look up a known borrower – in the lower right corner select “New Borrower” 

 
 
New Borrower window opens 

2. Enter information 
• Last: All locations = school name space ILL (see screen shot below) 
• First: All locations = blank (see screen shot below) 
• Home: Your location 
• Type: All locations = ILL profile (see screen shot below) 
• ID: All locations = 2 letter code + ILL (see screen shot below) 
• PIN: All locations = ILL 
• Expiration date: All locations = 06/04/2021 or later 
• Save Changes 
• Review ILL borrower record – the default card expiration date is one year  
• The card expiration date has to be entered again = 6-4-2021 or later 
• Save Changes  

 
 
Example of ILL borrower fields 
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