
Michael Cosentino 
OCLC 

WorldCat Navigator 
Staff Training 

Presentation 
Location 

20 November 2014 



What We’re Going to Do Today 

• We’ll take a quick look at what your patrons see when 
using Navigator 

• We’ll talk about the Navigator Workflow, without 
circulation interoperability 

• We’ll learn how to process material received for your users 

• We’re also going to learn how to fill requests made by 
users from other libraries in your group 

• We will use the staff interface called the Navigator 
Request Engine (NRE) 

• We won’t cover all the bells and whistles in this session 

 



Main thing to remember for today: 

Ship Receive 
Check In Return 

Main Actions a 
Lender does: 

Main Actions a 
Borrower does: 



The Navigator Patron Interface 

• Users at your library will search your consortium’s 
Navigator group catalog set up by OCLC: 
http://texasgroup.worldcat.org/ 

 

• Both interfaces- Navigator group catalog and WorldCat 
Local- closely resemble Worldcat.org.  

• Demo Interface for trainer: 
http://texasgroup.owcap01dxdu.dev.oclc.org/ 

http://texasgroup.worldcat.org/
http://texasgroup.owcap01dxdu.dev.oclc.org/


WorldCat Navigator 

• In a nutshell - Navigator makes the libraries in your 
group LOOK like one big library with branches 

• Users search one catalog for the whole group 

• Users request material anywhere within the group 

• Circulation staff fetch material 

• Material is sent to the right library 

• We call this consortial borrowing 

 



The Navigator Workflow 

Lending 
Library 

Borrowing 
Library 

Users search Navigator 

User 

WorldCat 
Navigator 



The Navigator Workflow 

Lending 
Library 

Borrowing 
Library 

Once an item is requested, Navigator 
chooses which libraries to query based 
on availability and group defined 
protocols 

User 

WorldCat 
Navigator 



The Navigator Workflow 

Lending 
Library 

Borrowing 
Library 

The request is placed in a Navigator 
queue for the lending library to confirm 
availability and shipment 

User 

WorldCat 
Navigator 



The Navigator Workflow 

Lending 
Library 

Borrowing 
Library 

Lending library staff print pick slips 
from Navigator and search the stacks 

User 

WorldCat 
Navigator 



The Navigator Workflow 

Lending 
Library 

Borrowing 
Library 

For requests found, staff ship the 
item and confirm in Navigator. 
Staff check the item out to the 
borrowing library. 

User 

WorldCat 
Navigator 



The Navigator Workflow 

Lending 
Library 

Borrowing 
Library 

When the item is received at the 
borrowing library, staff confirm 
receipt in Navigator 

User 

WorldCat 
Navigator 



The Navigator Workflow 

Lending 
Library 

Borrowing 
Library 

Staff can create a temporary 
bibliographic and item record in the 
borrowing library’s circulation system 

User 

WorldCat 
Navigator 



The Navigator Workflow 

Lending 
Library 

Borrowing 
Library 

Navigator (or the borrowing library 
circ system) notifies the user that 
the item is available 

User 

WorldCat 
Navigator 



The Navigator Workflow 

Lending 
Library 

Borrowing 
Library 

Staff can check out the item to the user 
in their circ system 

User 

WorldCat 
Navigator 



The Navigator Workflow 

Lending 
Library 

Borrowing 
Library 

The user returns the item 

User 

WorldCat 
Navigator 



The Navigator Workflow 

Lending 
Library 

Borrowing 
Library 

Staff return the item, confirm in 
Navigator, and can check the item back 
in in their circ system 

User 

WorldCat 
Navigator 



The Navigator Workflow 

Lending 
Library 

Borrowing 
Library 

Staff check the item back in and 
confirm the return in Navigator which 
completes the request 

User 

WorldCat 
Navigator 



How Does Navigator Handle Exceptions 

• If a lending library cannot supply an item Navigator will try 
other libraries based on availability and protocol 

• If an item cannot be supplied by any member, Navigator 
can automatically pass the request to WorldCat Resource 
Sharing or ILLiad 

• Unfilled requests can also be sent back to the user or to 
the borrowing library staff 

• Requests are available to both the borrowing and the 
lending library so that other exceptions such as a renewal 
request or a lost item can be handled 



How Do I Logon? 



The Navigator Staff Interface or NRE 



How Is NRE Organized? 
Left-hand Menu  

• Search for material in WorldCat 

• Standard search for requests  

• Look at the Work Queue 

• Search for and edit users  

• Search for and edit library locations 

• Print reports 

• A shortcut to Printing Reports 

• Send issues with Requests directly to OCLC 

• Logoff 

• Help 

• Link to site where you can communicate your library’s 
loan policies to other group members 

• Link to Navigator project site maintained by TSLAC 

• Short videos to remind you how to process items 



How Is NRE Organized? 
Links From the Work Queue Page 

• Standard  Standard search for requests 

• Advanced  Advanced search for requests 

• Results  Results of most recent search for requests 

• Bulk Action  Same action on many requests (later) 

• Create  Create a manual request (later) 

• Batch Update Quickly update requests 

• Saved Searches Stored searches for requests 

• Work Queue  The work queue 

• Work Queue Edit Change the layout of the work queue 



Work Queue- Left hand menu & links 



The Work Queue 



The Work Queue 



The Work Queue 



What do you really do when you get to work? 

• Not necessarily in this order 

• Have a cup of coffee 

• Open the mail 

• Other library’s books that your users have ordered 

• Your books returned from other libraries 

• Send the books your users are done with back to the 
lender 

• Check Navigator for new requests from other libraries and 
fill them 

• Deal with the exceptions and problems 



Other library’s books that your users have 
ordered 

• Check the condition of the book 

• Check the paperwork that came with the book 

• Get the due date 

• Get any special conditions 

• Tell Navigator you received the book 

• Navigator can send an email to your user 

• Navigator can print a bookmark or book strap if you want 

• Create temporary bib and item records in your circ system 

• Optional 

• Put the book on the hold shelf 

 



Your books returned from other libraries 

• Check the condition of the book 

• Tell Navigator you are checking the book back in 

• In your circ system check the book back in 

• Toss the paperwork 

• Shelve the book 



Send the books your users are done with 
back to the lender 

• Check the condition of the book 

• Make sure the lender’s paperwork is still there 

• If you created a record in your circ system, check the book 
back in and delete the temporary bib and item records 

• Tell Navigator you are returning the book 

• Navigator can print a return slip if the lender’s paperwork is 
gone 

• Send the book back to the lender 



Check Navigator for new requests from 
other libraries and fill them 

• Print pick slip from Navigator 

• Check the shelves and retrieve the book 

• Check the book out to ILL or the borrowing library 

• Tell Navigator you shipped the book 

• Navigator can print shipping paperwork 

• Always tell Navigator before you actually ship 

• Ship the book 



Checking Navigator for New Requests 

New Requests 
will appear here, 
as well as in the 
Pick List status 
below. 
 
 
 
 
 
 
 
 
 
 
 
 
Start from the 
Pick List 



Pick Slips 



Pick Slips 

Your call number will be here 



Shipping 

Click on items in New Requests status 



Shipping 

From Brief Display, select Shipped in Action Menu, click 
Action 



Shipping 

On the Shipping Action screen, find the Item Barcode 
Lender field, and input the barcode from the item you 

are about to lend 



Item Barcode-Lender 

Item Barcode 
Lender is simply the 
barcode your library 
puts on its books 



Shipping 

Click Ship to update 
the status of the 
item 



Shipping 

When you see the ‘Action Successful’ message, you may 
click on the Results link to go back to the Brief Display and 
process remaining requests 



Shipping 

Items that were in 
New Requests will 
move down to the 
Shipped status 
 
 
 
 
 
 
 
 
 
 
 
 
 
They will also 
populate the 
Shipping List, 
Label, and Mailing 
Label reports. 



Shipping – Shipping List 



Shipping 



Shipping Demonstration 

http://train.vdxhost.com/nre  

http://train.vdxhost.com/nre


Other library’s books that your users have 
ordered 

• Check the condition of the book 

• Check the paperwork that came with the book 

• Get the due date 

• Get any special conditions 

• Tell Navigator you received the book 

• Navigator can send an email to your user 

• Navigator can print a bookmark or book strap if you want 

• Create temporary bib and item records in your circ system 

• Optional 

• Put the book on the hold shelf 



Receiving 

Items that were 
in Pending will 
be in Shipped, 
waiting for you 
to Receive them 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Receiving 

Click on items in Shipped status, from the Borrower 
column in your Work Queue 



Receiving 

In the Brief Display, select the Received Action, and 
click the Action button 



Receiving 

Find the Item Barcode- Borrower field, and input 
either an extra barcode for your circ system or the 

barcode from the lender’s item 



Item Barcode Borrower 

Item Barcode Borrower can 
come from one of two 
places: 
1. The barcode you use to 

create a temporary 
record in your circ 
system 
 

2. Or, just use the lending 
library’s barcode (Item 
Barcode Lender 

1. 2. 



Receiving 

When you see the ‘Action Successful’ message, you may 
click on the Results link to go back to the Brief Display and 
process remaining requests 



Receiving 

 
Items that were 
in Shipped will 
move down to 
the Received 
status. 
 
 
While Items are 
with your 
patrons, they 
will be in the 
Received status. 
 
 
 
 
The Received 
List and 
Received Label 
reports will also 
populate 
 



Receiving 



Receiving Demonstration 

http://train.vdxhost.com/nre  

http://train.vdxhost.com/nre


Send the books your users are done with 
back to the lender 
 

• Check the condition of the book 

• Make sure the lender’s paperwork is still there 

• If you created a record in your circ system, check the book 
back in and delete the temporary bib and item records 

• Tell Navigator you are returning the book 

• Navigator can print a return slip if the lender’s paperwork is 
gone 

• Send the book back to the lender 



Returning 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Find items you 
are ready to 
return in the 
Received status 



Returning – individual items 

 
You may either return items Individually…… 



Returning – individual items 



Returning 

 
Or you may Return multiple items at once, using Bulk Action 



Returning- multiple items, using Bulk Action 



Returning- multiple items, using Bulk Action 



Returning 

 
 
 
 
 
 
 
Items that are 
returned will 
move from 
Received Status 
to Returned 
Status 
 
 
 
 
They will also 
populate the 
Returned List & 
Returned Mail 
Label 
paperwork  
 
 



Returning 



Returned Demonstration 

http://train.vdxhost.com/nre  

http://train.vdxhost.com/nre


Your books returned from other libraries 

• Check the condition of the book 

• Tell Navigator you are checking the book back in 

• In your circ system check the book back in 

• Toss the paperwork 

• Shelve the book 



Check In 

 
 
 
 
 
 
 
Items that you 
have loaned and 
have been sent 
back to you, will 
be in the 
Returned Status 
on the Lender 
side of your 
Work Queue 
 
 
 



Check In – individual items 



Check In – individual items 



Check In – multiple items, using Bulk Action 



Check In – multiple items, using Bulk Action 



Check In – multiple items, using Bulk Action 



Check In Demonstration 

http://texas.vdxhost.com/nre  

http://train.vdxhost.com/nre


Thank you! 

This is the end of Part 1 of the Navigator training. 
 
Please make sure you have registered for a Part 2 / Exercise 
session. 
  

http://tinyurl.com/NavigatorPart2-July25th  
  
http://tinyurl.com/NavigatorPart2-Aug8th  
  
http://tinyurl.com/NavigatorPart2-Aug22nd 
 
There will also be a Q&A webinar Thursday mornings at 
10am Central. Be on the lookout for an invitation to it. 

http://tinyurl.com/NavigatorPart2-July25th
http://tinyurl.com/NavigatorPart2-Aug8th
http://tinyurl.com/NavigatorPart2-Aug8th
http://tinyurl.com/NavigatorPart2-Aug8th
http://tinyurl.com/NavigatorPart2-Aug22nd
http://tinyurl.com/NavigatorPart2-Aug22nd
http://tinyurl.com/NavigatorPart2-Aug22nd


WorldCat Navigator 
Staff Training Part 2 

Basic Processing Exercises  
Searching for Requests 

Handling Exceptions and Problems 



WorldCat Navigator Staff Training:  
Part 2 Exercise Session 

Welcome to the Exercise Session for WorldCat Navigator! 

Please make sure you have the following documents ready: 

• WorldCat Navigator Processing Exercise instructions 

• WorldCat Navigator Searching Exercise instructions 

 

These documents were emailed to you prior to the session today. Either 
have these documents open on your computer or printed out.  

If you do not have these documents, contact the Host or Presenter via chat. 
Check your email’s Spam folder as well 

 



Basic Processing Exercises 



Exercise 1: Print Pick List, Ship items 

1. Print a Pick List from Lender side of Work Queue; save it to your 
computer Desktop. 

2. Click on New Requests/Will Supply status, Ship items with Item 
Barcode Lender 

3. When finished, go to Participants Panel in WebEx, & give a green 
check mark 

4. If you have problems, go to Participants Panel in WebEx, & give a 
red X,          or raise your hand       and we’ll un-mute your phone 

 

 

 



Exercise 2: Using Shipping slip or Label, 
Receive items 

1. Click on simulation link from chat window; switch over to your 
browser 

2. Click on Shipped status, Receive items with Item Barcode 
Borrower 

3. When finished, go to Participants Panel in WebEx, & give a 
green check mark 

4. If you have problems, go to Participants Panel in WebEx, & give 
a red X ,          or raise your hand       and we’ll un-mute your 
phone 

 

 

 



Exercise 3: Using Shipping or Receive slip, 
Return items 

1. Click on simulation link from chat window; switch over to your 
browser 

2. Click on Received status, Return items individually or using Bulk 
Action 

3. When finished, go to Participants Panel in WebEx, & give a 
green check mark 

4. If you have problems, go to Participants Panel in WebEx, & give 
a red X ,          or raise your hand       and we’ll un-mute your 
phone 

 

 

 



Exercise 4: Using Shipping slip or label,  
Check in items 

1. Click on simulation link from chat window; switch over to your 
browser 

2. Click on Returned status, Check In items individually or using 
Bulk Action 

3. When finished, go to Participants Panel in WebEx, give a green 
check mark 

4. If you have problems, go to Participants Panel in WebEx, & give a 
red X ,          or raise your hand       and we’ll un-mute your 
phone 

 

 

 



Searching For Requests 



Brief Results 



Request Details 









Searching Demonstration 

http://texas.vdxhost.com/nre  

http://texas.vdxhost.com/nre


Searching Exercise 

Log on to Navigator http://texas.vdxhost.com/nre  

 User ID: Your OCLC symbol with “01” at the end 

Password: Staff (with at Capital “S”) 

http://texas.vdxhost.com/nre


Borrowing Exceptions 



Borrowing Exceptions 

• As a Borrower you: 

• Need to request a renewal 

• Respond to a recall or overdue 

• Respond to lender conditions 

• Terminate a request 

• Send a note 

• Handle an unfilled request 

• Complete a request 

 

 

 



Request a Renewal 



Request a Renewal 



Demonstration 

http://texas.vdxhost.com/nre  

http://train.vdxhost.com/nre


Request a Renewal Exercise 

http://texas.vdxhost.com/nre 

User ID: Your OCLC symbol with “01” at the end 

Password: Staff (with at Capital “S”) 

http://train.vdxhost.com/nre
http://train.vdxhost.com/nre


Respond to a Recall or Overdue 



Respond to a Recall or Overdue 



Respond to a Lender’s Conditions 



Respond to a Lender’s Conditions 



Respond to a Lender’s Conditions 
Demonstration 

http://texas.vdxhost.com/nre  

http://train.vdxhost.com/nre


Terminate a Request 



Terminate a Request 



Terminate a Request Demonstration 

http://texas.vdxhost.com/nre  

http://train.vdxhost.com/nre


Send a Note 



Send a Note 



Send a Note to a User 



Send a Note to a User 



Send Public Note, Send User Alert 
Demonstration 

http://texas.vdxhost.com/nre  

http://train.vdxhost.com/nre


Unfilled Requests 

Requests that cannot be filled in the group can be sent to: 

• WorldShare ILL 

• Managed in NRE 

• ILLiad 

• Managed in ILLiad 

• Stopped 

• Note to user or staff 



Unfilled Requests from WorldShare ILL 



Requests Not Sent to a Lender 

• The requested item is held locally 

• Complete or “Request” the request 

• The request is a duplicate 

• Complete or “Request” the request 

• No consortium holding and no link to ILLiad or WCRS 

• Complete the request 

 



Complete a Request 



Complete a Request 



Lending Exceptions 



Lending Exceptions 

• As a Lender you: 

• Cannot supply an item 

• Supply an item later 

• Need to set conditions on a loan 

• Send an overdue 

• Recall an item 

• Respond to a renewal requests 

• Respond to a cancel request 

• Send a note 

• Reprint pick lists or other lists 

 

 



Lender Cannot Supply 



Lender Cannot Supply 



Answer Non-Supply Demonstration 

http://texas.vdxhost.com/nre  

http://train.vdxhost.com/nre


Answer Non-Supply Exercise 

http://texas.vdxhost.com/nre 

User ID: Your OCLC symbol with “01” at the end 

Password: Staff (with at Capital “S”) 

http://train.vdxhost.com/nre


Supply an Item Later 



Supply an Item Later 



Supply an Item Later Demonstration 

http://texas.vdxhost.com/nre  

http://train.vdxhost.com/nre


Set Conditions on a Loan 



Set Conditions on a Loan 



Set Conditions on a loan Demonstration 

http://texas.vdxhost.com/nre  

http://train.vdxhost.com/nre


Send an Overdue 



Send an Overdue 



Recall an Item 



Recall an Item 



Send Overdue & Recall Notices 
Demonstration 

http://texas.vdxhost.com/nre  

http://train.vdxhost.com/nre


Respond to a Renewal Request 



Respond to a Renewal Request 



Respond to Renewal Request 
Demonstration 

http://texas.vdxhost.com/nre  

http://train.vdxhost.com/nre


Respond to a Cancel Request 



Respond to a Cancel Request 
Demonstration 

http://texas.vdxhost.com/nre  

http://train.vdxhost.com/nre


Send a Note 



Send a Note 



Reprint Pick Lists or Other Lists 



Reprint Pick Lists or Other Lists 



Reprint Pick Lists or Other Lists 



Reprint a Pick List Demonstration 

http://texas.vdxhost.com/nre  

http://train.vdxhost.com/nre


In conclusion… 

• We saw an example of the patron interface for Navigator 

 

• We reviewed the Navigator workflow 

 

• We also reviewed the meanings of the statuses in the Work 
Queue for both the Borrower and Lender 



In conclusion… 

• We reviewed the four Basic Processing Actions in Navigator 
the actions that we will do the most when processing 
requests: 

• Shipping items that users from other libraries have requested 
from your library 

• Receiving items your users have requested from other 
libraries 

• Returning other libraries’ items that your users have  
finished borrowing 

• Checking in items other libraries have sent back to your 
library 

 



In conclusion… 

• We used Navigator’s Standard Search to search for 
requests that we may want to process individually 

 

• We handled exceptions that may arise for both Borrowers 
and Lenders in Navigator- Renewals, Overdues, Recalls, 
Conditionals, etc. 

 



Thank you! 

This is the end of Part 2 of the Navigator training. 
 
Please fill out an evaluation of this training here: 
http://www.surveymonkey.com/s/OCLCTrainingCourse   
 
When you are ready to go live with Navigator, contact: 
worldcatnavigatorIM@oclc.org 
 
 
There will be a Q&A webinar this Thursday. Be on the 
lookout for an invitation to it. 

http://www.surveymonkey.com/s/OCLCTrainingCourse
mailto:worldcatnavigatorIM@oclc.org
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