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(1) Quick Start
e Links to manual input (Needs & Offers)
e Link to review offers in your region

e Regional library account administrators
can see the work needing their approval
or regional review

9 My In-Progress Items

e Displays matches and requests for
offers you have listed or needs you have
requested

e Lists things needing your action

e Click on SEE ALL OF MY IN PROGRESS
ITEMS to see anything awaiting final
action to close out the transaction

9 Items for Regional Review

e Everything in your region being offered
that has not been reviewed yet

@ New ltems in the Repository

e Needs and offers your library has access
to view and request at this time

6 Recent Messages

e Most recently created or received
messages from or for your library
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LIBRARY ACCOUNT offers three options to manage your library’s FDLP eXchange account(s)

@_‘ FDOLP E}{chaﬂge LIBRARY ACCOUNT HELP SECTION o 2

MY LIBRARY
e Meeds

Dashboard Review Offers Input My eXchan

&
=1

o Advanced Search
@

MY USER ACCOUNT

. . APPROVE ITEMS FOR
Edit Your Profile SUBMISSION 9

@ wmy LIBRARY © APPROVE ITEMS FOR SUBMISSION
e View and edit the regional, selective, and ‘offer nationally’ review e ONLY available to library’s FDLP eXchange administrator
time periods

e Administrator approves needs and offers created by your

* Add or deactivate User Accounts library staff for submission into the Repository

e Update library information

9 MY USER ACCOUNT Tip—Your username is your full email address

e View and edit information about your personal FDLP eXchange
account.

e Set notification preferences for what you see in the notification bar
and receive via email

e Change the password for your FDLP eXchange account
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Review Offers allows your library to review offers from your selectives

@] FD |_|3 E}(Cha ng LIBRARY ACCOUNT HELF SECTIOM

Dashboard Review Offers Input My eXchange Meeds & Offers Repository Q, Advanced Search

Search and filter by various fields to streamline the review process

All Offers For Review

Search by Keyword Search by Classification # Filter by Format Filter by Condition Fileer by Library
Search v - v CLEAR FILTERS
Bulk Actions

temz v Check boxes below and apply Bulk Actions (Request Offer, Pass, Disallow)

Export to

] Title = Classification # - Posted - Format - Condition - CSV format O EXPORT CURRENT VIEW

O R
Heart Diseazes © PemESs s ;an;:sle& Paper mali mm L m
O .
W il
Hospitals in Federally Impacted A ¥ &In B4:H T2 su0p Paoer REQUEST OFFER
pepitals in Fecerally lmpacied Areas © 10 Days Left mm = m

Tip—There are no truncation(s) or wildcards
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@@ FDLP eXchange

Review Offers

Dashboard

Input New Items

INPUT OFFER © .

Add A New Need

Document Title *

Classification *
® SuDoc
O Other

Document Numbser

Publication Date *

Date * fonly yeor is reguined)
Month v Day v 20

End Date (if range)
Month v

Day v

[ lvem doesn't have a date

MANUALLY INPUT AN OFFER OR NEED UPLOAD OFFERS OR NEEDS

.

HELP SECTION ‘ a

LIBRARY ACCOUNT

Tips: °
e You can use an Internal Note field to track your box or list numbers

You will have better matches if you do not input ranges

. K UPLOAD NEED(S) ©

K INPUT NEED © UPLOAD OFFER(S) ©

.

[N

Upload an Existing Need or Needs

Lists should not exceed 150 items.

Browse for and upload
your list (should not
exceed 150 rows)

Browse...

IMPORT FILE

CHECK FOR ERRORS

Download Import Template and Examples

@ Download Need Import Spreadsheet Template <m— Template
0 Download an example of a prefilled spreadsheet (csv) available
0 Download an example of a prefilled spreadsheet (xlsx)

Tips:

e Upon import you may review and correct
matched columns

e You may review and fix import errors
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@1 FDLP eXchange

LIBERARY ACCOUNT HELP SECTION 0 @

Dashboard Review Offers Input My eXchange Needs & Offers Repository Q, Advanced Search

My Offers My Needs Requested From Repository | <—— Content your library has requested or ‘claimed’

Jump to: Offers R Meads

Offers (0)
and expired in your Offers or Needs queue

'ou have no offer

Needs (3) In Progress ltems = action is needed by your library

Title »

Tip—The boxes around listed material in My eXchange are color-coded:

Natien - Blue =active, but no review or no further action is needed
Green = action is in progress
Yellow = awaiting administrative review

Heartl Gray = expired

Hospitals in Federally Impacted Areas @ Y 4In &/4:H T73/4/5upD 05M12/201

Requested from Repository (2)
Tip—A “+” sign expands the entry

Content that is active, in progress, awaiting administrative review,

Tip—Have a question about a listing?

Message the library.

Project

0 Disaster Recovery e Digitization l

e p——

L ]
R e
e p———

L
R

7 Classification # ~ Request Date »  Offering Library ~ Status -
:] DOT, FHA, Public Roads (Spring 1995) © TD 2.1558/4 J5M2/2017 ew Mexico Szlective Lea Requested @MESSAGE LIBRARY
Interior Dep’t, "Bureau of Mines Publications ~ _ . - X _
+] . . Z8.5:934 522 ew Mexico Selective Liss Match Complete L J
and Articles, 19594° ©
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@j FDLP e)(change LIERARY ACCOUNT HELP SECTION 2] o

Dashboard Review Offers Input My eXchange Needs & Offers Repository Q Advanced Search

m Needs
~

Queue of everything being offered that your library is eligible to review and request
Export Offers

Search Offers Repository Queue based on

Offers Repository your search or
filtering criteria
Search by Keyword Search by Classification # Filter by Format Filter by Library Filter by Condition
Title - Classification # - Published « Format « Posted - Offering Library - Condition «

EPA, 1987 - 1996 Toxics Release
Inwentory, Landwiew Ill, Light Edition
(EPA 749-C-99-003) (July 1999) ©
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Goos  Offers — EEEIEINEIE @
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Exemption of Small Hydroelectric
Power Pr. ©
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Health Inquiry @ Good REQUEST OFFER [ ]
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Health Inquiry @

Question about this offer? Message the library.



Quick Start Guide for Regionals

@ FDLP E‘XChaﬂge LIBRARY ACCOUNT HELP SECTION @ o

Dashboard Review Offers Input My eXchange Needs & Offers Repository Q, Advanced Search

Offers m <— Queue of everything needed by other libraries

Search Needs Repository
Needs Repository

Search by Keyword Search by Classification # Filter by Format Filter by Library
) Question about this need?
’ ’ Message the library.
Only Show @
O Disaster :-!e:caer;'@ O Digitization Prcjecto
Title » Classification # Published Format v Posted » Needing Library © EXPORT CURREN\ VIEW

MNewsprint Study © ; 031272007 Paper 031272017 Maryland Selective L ]
Amendments to the Nurses Training Act @ ¥ 4.In 8/4N 33/2 052727 Paper 051272017 Oregon Regional 1 X [ ]
Assistance to Nursing Education © ¥ 4In 814N 93/3 05122017 2aper 05/12/2017 Creg Tip—Keep an eye out for -

needs being requested
Adjusting Rates of Overtime A . ) N . due' tQ.dlsgster re'covery or
Compensation © e o - s =" adigitization project .
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Recovery of Overcharges © ¥ 4In &4:0v 2/3 051272017 Paper 051272017 Cregon Selective 2 l [ ]
International Health @ ¥ 4In 84:H 3413 051220017 Saper 031272017 GPO Admin :
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@_} FDLP EXChaﬂge LIERARY ACCOUNT HELF SECTION L =)

Dashboard Review Offers Input My eXchange Needs & Offers Repaository Q advanced Search

Search all Needs and all Offers available to your library
Advanced Search

ar in the resulis list at the bottom. You

bols needed Retrieve a Saved Search

Select a Saved § h
Search by Keywords or Document Title elect a Saved searc

O Allwords O Amywords @ Exact phrase

Classification # . .
Postage Reimbursement Available

OYes (O Mo

Save This Search
Does this Offer Contain Multiple Pieces?

Condition

OYes QMo Enter a Name for Your Search

OFine [OGood [OFair [Poor

Publication Date

From To Document Available Electronically?
mm d iy mm/cdfiyyy Oves ONao
Posting Library ocLC T
v

Tip—Looking for local
publications?

Date Posted

From Ta cGe

Save a search performed
for a keyword

From Ta
SEE RESULTS RESET FORM

Format

O Paper OCD-Rem [OMicofiche COOVD [OFoppyDisk OVHSTape [OEBraille [0 Other

8



