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INTERCAMPUS BOOK BORROWING

CLICS - CUNY's NEW InterLibrary Loan Service!
What  Is CLICS?
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 If Lehman does not have a book you need, you can now order it online through the CLICS [CUNY Libraries Inter-Campus services] network. This new network is now available to Lehman students and faculty. CLICS books can be sent to Lehman or another CUNY Library of your choice. See the instructions below for detailed borrowing directions.

Exception: 
You cannot page books from your home campus library. For example, if your home campus is Lehman, you can't request that a book be pulled from the stacks at Lehman and be delivered to the Circulation Desk at Lehman.  Also patrons with a blocked library account cannot use CLICS.
How CLICS works:
Any student, faculty or staff member at Lehman College who needs a circulating book not available in the Lehman College Library collection can quickly request to borrow it from another CUNY library by following these SIX STEPS:
STEP ONE:  Log into "My Account" in the CUNY+ Library Catalog by typing in your Library ID number from your Lehman ID Card. Default Password is also this number.
[image: image3.png]ollege - Sign-in - Microsoft Internet Explorer

Fle Edt View Favortes Took Help

Qe - ©) 2 O O seach Slpravries €8 (2
Fndng

B s | ] http:fapps.appl.cuny.edu:83{F PSPRSVPDULTADHAEL LIMEHE6RGIV2PH41Q5HRIS9214LKa0L-01 1687 v | [ G

My Account |
You are searching: Lehman College

Barcode:  [31982007109196

Password:

Enter you barcode again as the password.
Please note: your library barcode will
remain your password until you change it.

Itis a good idea to change your password to
something personally meaningful. On the Example of a barcode:

nextscreen, click "Change Password” on Illiii-ﬁi I

the blue taskbar at top of screen.
2 9999 00025 0506

Need help with your password? Please
contact the circulation desk at your home

] campus library

Gl To exit your "My Acco
e to click the "End Session
uppe

session, be sure
button on the
nost blue taskbar.





STEP TWO: Search for your book. Note that you will need to use the CUNY+ Union Catalog for this search in order to see books available at all CUNY Libraries
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STEP THREE: Click on title of book from results list and select a CUNY Library from list of Holding Libraries. If Item Status is “Loan” – click “Request” at the lower left of screen
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STEP FOUR:  Select Lehman College from the drop-down menu as the delivery point, type the date needed and click “GO”
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STEP FIVE:   Log out of your CUNY+ session    

STEP SIX:   E-mail notification will be sent to you when the book is available for pick up at the Library Circulation Desk or if you need to request it from another library

            Here's another example:
You are a student at the Graduate Center, you live near Hostos and you know that a needed book is only available at the Hunter College Library. 
· Log in to "My Account" in CUNY+ 

· Select the Hunter College Library and search for your book 

· Place a hold on the item 
· Select Hostos College from the drop-down menu as the delivery point 

· Log out of your CUNY+ session 

· E-mail notification will be sent to you when the book is available at the Hostos Library Circulation Desk 

It’s that simple!

 Alternate method of using CLICS:

You can perform your search in the CUNY Union Catalog, identify a book you need from another CUNY Library, and click Request. At this point you will be asked to sign into MY ACCOUNT with your College ID Library Bar Code. You would then proceed as in Step 4 above.

Other Tips:
· Circulation and overdue fine policies of the lending CUNY library apply 

· Consult the CUNY Libraries Circulation Policies <libraries.cuny.edu/circpage1.htm> for current loan and fine policy information 

· Request circulating books from any library for delivery at any other library.
· Regularly circulating books may be requested whether they are on the shelf or already checked out to another patron 

· Courtesy reminders will be sent to borrowers 3 days prior to an item's due date. (Make sure your library has your current email address!) 

· You can renew items online in CUNY+ as long as they are not already overdue. 

  Frequently Asked Questions Relating to CLICS

1. Why can't I just use Interlibrary Loan service to request books from other CUNY Libraries? 

At some campus you can do that, but CLICS is easier to use, faster, and is open to undergraduates. It also costs the libraries a lot less to fill book requests via CLICS. At campuses where you can use either CLICS or ILL, there may also be smaller limits on the number of concurrent Interlibrary Loan requests or fees charged to you. 

2. Can I use CLICS from home? 

Yes. You can search and request from CUNY+ using any browser from any location. CUNY+ recognizes your home campus by your library barcode. 

3. How long will it take to get my book? 

That will depend on the day of the week and time of day you make your request. However, as part of the CLICS implementation, the CUNY libraries are all receiving daily inter-campus weekday pick-up and delivery service. Our aim is to gradually reduce delivery time to several days, excluding weekends and holidays. Our ability to achieve this goal will depend on the volume of requests as well as staff availability. [Note that books requested from the Hunter Health Professions and the School of Social work libraries will require additional delivery time since they are first sent to the main Hunter Library.] 

4. What if something I requested using CLICS is missing? 

You will be notified if your request can not be filled by the library from which you requested it. You can then try to request it again from another CUNY library. 
5. What if none of the copies listed in CUNY+ are available? 

If copies of an item are out on loan, you can put a hold on one of the borrowed copies. You will be notified when it becomes available. If all the listed copies are missing or are unavailable for other reasons, you can request it through your local Interlibrary Loan service. Check with your library's Interlibrary Loan policies and procedures for eligibility, etc. 
         6. I have more questions.  Where can I get additional information? 

Contact staff at the Circulation Desk at 718-960-8576. For individual library loan and fine policies, you can look at the CUNY Libraries Circulation Policies <libraries.cuny.edu/circpage1.htm>
last edited august 22, 2006

            Leonard Lief Library Web address: http://library.lehman.cuny.edu
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