
Librarian User Manual

2021

CNR Biblioteca Area della Ricerca di Bologna - Via Gobetti 101, 40129 Bologna, Italia
Email: nilde-info@area.bo.cnr.it Sito web: https://nildeworld.bo.cnr.it

Tel: 051 6398034 P.IVA 02118311006 C.F 80054330586

mailto:nilde-info@area.bo.cnr.it
https://nildeworld.bo.cnr.it


CREDITS

First version of NILDE 4.0 User Manual: November 2010
Edited by Elisa Buzzetti, Jessica Palmieri e Silvana Mangiaracina, with the collaboration of Diego Malip-
iero, Alessandro Tugnoli and Silverio Giancristofaro (National Research Council, Bologna Research Area
Library).

Second revision of NILDE 4.0 User Manual: April 2012
Edited by Francesca Brunetti, Paola Domina, Stefano Guarise, Gustavo Filippucci, Monica Ortolan,
Rosella Magno, Alessandro Tugnoli (Committee of NILDE Libraries) Contributors to ”Integration of
databases in NILDE”: Laura Tavoloni (University of Tuscia), Luisa Schiavone (INAF- Astrophysical
Observatory of Torino), Elena De Carolis (Sapienza University, Rome) e Vincenza Iossa (Council of Min-
isters, Chigiana Library)

Revision of NILDE 5.0 User Manual: January 2017
Revision and readapted for the new web portal by Carmen Ingrid Di Nunno, Cristina Morroni, Federica
Nieri, Ornella Russo e Silvana Mangiaracina (National Research Council, Bologna Research Area Library).

Revision of NILDE 5.0 User Manual: September 2019
Revision and editing by Giovanna Colombo (Como Science Library, Insubria University), Loriana Mai-
mone Ansaldo Patti (Library Services, Messina University), Gabriela Carrara (National Research Council,
Bologna Research Area Library).

English translation of NILDE 5.0 User Manual: Settembre 2019
Giovanna Colombo (Como Science Library, Insubria University), Loriana Maimone Ansaldo Patti (Li-
brary Services, Messina University), Gabriela Carrara (National Research Council, Bologna Research
Area Library), Franco Reuspi e Carmen Spisa (School of Humanities libraries, Genoa University).

Revision of NILDE 5.0 End Users Manual: December 2019
Revision and update of the End Users manual by Debora Mazza, Gabriela Carrara, Alessandro Tugnoli
and Silvana Mangiaracina (National Research Council, Bologna Research Area Library).

Creation of the printable .pdf version of the NILDE 5.0 User manual and of the End Users
manual: December 2020
Editing, correction and check by Gabriela Carrara, Silvana Mangiaracina e Debora Mazza (National Re-
search Council, Bologna Research Area Library), Giovanna Colombo (Como Science Library, Insubria
University), Loriana Maimone Ansaldo Patti (Library Services, Messina University).

English translation of End Users Manual NILDE 5.0: June 2021
Giovanna Colombo (Como Science Library, Insubria University), Loriana Maimone Ansaldo Patti (Li-
brary Services, Messina University), Gabriela Carrara (National Research Council, Bologna Research
Area Library), Franco Reuspi e Carmen Spisa (School of Humanities libraries, Genoa University), An-
drea Mainardi (Library of Sciences, Pavia University) and Emanuela Secinaro (INRIM, Torino)

Spanish translation of End Users Manual NILDE 5.0: July 2021
Carmen Lomba Gutiérrez (Cantabria University Library, Spain). Editing, correction and check by Gio-
vanna Colombo (Como Science Library, Insubria University) and Gabriela Carrara (National Research
Council, Bologna Research Area Library).

1



Abstract

This manual is expressly dedicated to the librarians whose li-
braries adopt the NILDE software.

- 2020 Biblioteca D’Area del CNR di Bologna.

This document was produced using the free software LaTeX, written by Leslie Lamport, maintained and
developed by the LaTeX3 Project, and distributed under the LaTeX Project Public License (LPPL).

Author of conversion to LATEX: Gabriela Carrara
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1 What’s NILDE?

NILDE (Network for Inter-Library Document Exchange) is a web-based software for inter-library
document delivery. Over time, a network of libraries has formed (NILDE Community) willing to share
their bibliographic resources in a spirit of collaboration, in order to provide their users with a quality
document retrieval service using NILDE software.

Within the NILDE community, libraries exchange documents almost always free of charge,
in compliance with copyright law and licensing agreements with publishers.

To date, the NILDE Network includes about 900 libraries belonging to different countries, institutions
and disciplines, with almost 70,000 users, including researchers, teachers, students, professionals and
ordinary citizens.

The flagship website for the NILDE community of libraries and users is:
https://nildeworld.bo.cnr.it/
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2 LIBRARY REGISTRATION

The library registration, necessary for librarians to manage the document delivery service, begins by
clicking on Register your Library to NILDE.

The registration procedure consists of six steps:

1. Select a username (at least 5 characters) and a password (at least 8 characters);

Figure 1: Registration: credentials selection.

2. provide information about the library;

Figure 2: Registration: library data.
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3. import national catalogs codes (ACNP, SBN, REBIUN). You should also select the participation
in MAI and provide your opac address;

Figure 3: Registration: catalogs codes.

4. Provide information about the service offered by the library: supplement details about the respon-
sible of ILL service, any cost per article due by the users, any cost per article due by the libraries
at the end of the year in the event of a large difference in the number of delivered and received
articles, the imbalance threshold that is the maximum difference in the number of provided and
received articles, beyond which a refund will be asked (please see NILDE Regulation for additional
details);

Figure 4: Registration: DD service data.
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5. Accept NILDE service conditions;

Figure 5: Registration: accepting service conditions.

6. Revise the summary of the included information, after creating the library account.

Figure 6: Registration: full subscription data.

After registration, it is possible to login how shown in chapter 3 - Library Login. Subscription must
be renewed every year how described in the following paragraph 2.1 - Annual renewal of registra-
tion/subscription.

2.1 Annual renewal of registration/subscription

Libraries must renew subscription to the service every year.
Renewal can be done through library account and should be done using the link that announces the
opening of subscription time.
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Figure 7: Renewal of registration/subscription.

During the subscription process, it is possible to modify the DD service rules saved in the system.
The cost per article due by the libraries and the imbalance threshold can be modified only during this
process.

Figure 8: Subscription data confirmation.

To login go to chapter 3 - Library Login.

3 LIBRARY LOGIN

Using Login Area in NILDE homepage will allow both users and libraries to enter the system.
People that are already registered can directly enter username and password and click on Login. From
the same page, you can also access the Library Registration or the Account Recovery, if the credentials
have been forgotten.

3.1 Account Recovery

NILDE has a recovery system you can access clicking on I can’t remember my login data!. You will
be asked to enter your username, email and check code.
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Figure 9: Account recovery.

The system sends to the user an email containing a link, clicking on it you open a screen from which
you activate the new credentials; at this point you receive a second email with the same credentials to
confirm that the procedure was successful.
Once you login, you access the Welcome page.

4 WELCOME LIBRARY AND INFORMATION EDIT

After logging in, you see the Borrowing panel of MyNILDE, which is divided in two sections: the one
above is a wisteria-coloured horizontal banner containing a welcome message. Once opened, it will
display information about the library and tools to edit them. The panel below contains the Borrowing,
the Lending, the Statistics, the History and the My Users tabs.

Figure 10: Welcome library.

After clicking on the button in the panel above, a window will open, containing three boxes:
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� My account: it reports library information, the username and the password;

� My catalogs: in this box the library indicates its opac address; moreover, by checking the relevant
box and filling in all required fields, the library displays any existing membership to national
catalogs (ACNP, SBN, MAI). Any membership to other catalogs different from those mentioned
above (ACNP, SBN, MAI) should be communicated to nilde-tech@area.bo.cnr.it. NILDE reserves
the decision to include information about them.

� My service: in this box the library indicates the names of its representatives, the modes of service
offered to individual users and to the other libraries. In addition, through this box the library
informs users about service suspension and the number of days notice.

Each of the section mentioned above is editable, simply clicking on the Edit.

Only the modes of service offered to the other libraries associated to NILDE cannot be changed.

The cost per delivered paper and the imbalance threshold can be modified only when subscription is
renewed.

Figure 11: Myaccount 1.
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Figure 12: Myaccount 2.

Figure 13: Link to library catalogs.
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5 BORROWING

5.1 Manual entry of a request

To manually enter a new borrowing request, click on New Request at the top left of the tab Borrowing.

Figure 14: Example of empty borrowing display.

Select the type of resource you are looking for by either choosing article or part of a book.

Figure 15: Document type selection.

A form will open containing different fields, depending on whether it is an article or a part of a book:
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Figure 16: Article references/bibliographic data.

Figure 17: book chapter references/bibliographic data.

Fill out the form with all the possible data concerning the bibliographic resource and click Continue;
then proceed onto request management.

5.2 Request management

In the borrowing tab, requests in progress are displayed. The list of requests is subdivided into three
sections.
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Figure 18: Borrowing requests.

The first section starting from the left, made up of two columns, contains the information of user requests:
date and ID of the user request and the name of the user. The second section, composed of the third
column, contains information on the bibliographic reference. The third, composed of the last three
columns, contains information regarding the forwarding of the request to the supplying library: date and
ID of the forwarding, the name of the library to which the request is sent, and the status of the operation.
The request is color-coded based on the status: white represents a new request received, orange represents
a request on hold, green represents a fulfilled request from the supplying library, and red represents an
unfulfilled request.

Click on the icon to create ”Notes for internal use” which will be visible from your account. Notes
can serve as a way to pass information between you and your colleagues.

Once the note is saved, it will always be viewable from your account and can be accessed by clicking on

the note icon .

Notes are connected to separate requests. Another note could be created in the case of resubmitting a
request.

Figure 19: Note for internal use.
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To manually enter a new request, go to 5.1 - Manual entry of a request.

Managing a borrowing request requires four different phases: checking the bibliographic refer-
ence and contacting the requesting user, the identification of the journal or the book requested, searching
for the supplying library, and the selection of the supplying library and forwarding the request.

1. checking the bibliographic reference

By clicking on a request from the Borrowing tab, a window will open where you could add or edit
bibliographical information; at the top of the page there is the information about the user and the
date and ID of the request.

Figure 20: Holdings check.

The two buttons (save the request and close) (close the request panel) that appear
on the top and bottom right-hand side of the page allow you to save any changes you have made
or to close the request without saving. If you have the PMID identifier, you can enter it in the

PMID field and click on the button : NILDE will automatically import the
bibliographic reference data from PUBMED.

If the library has configured its own Link resolver in NILDE (see Configuring NILDE as SFX
source), the button Check your holdings will appear, allowing you to directly check through the
Link resolver of the library if the document requested was already present in the resource catalog.

If you notice that the document is present in your library (paper version) or if it is a part of the
electronic resources of your library, you can directly fulfill the request for the user by clicking on
the button Fulfill and sending an explanatory note to the user.
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Figure 21: Directly fulfilled from own holdings.

A directly fulfilled request (or unfulfilled) identifies in NILDE the requests inserted by users that
can be completed (or not) without the need to submit them to another library.

2. Identification of the journal/publication or of the book

By clicking Continue, NILDE automatically searches for the ISSN (for an article of a journal) or
the ISBN (for a part of a book).

In the first case NILDE, through ACNP query for ISSN (if already present) or through the title
words of the journal (also abbreviated words), returns a list of standardized titles with the respective
ISSNs: at this point you will have to search for the correct journal and select it.

The request is now overwritten with the standardized magazine title (according to the version of
ACNP) and the ISSN is added to the request (if it was not present before).

Figure 22: Identification of document to be requested.

If instead you are looking for a part of a book, the same research will be automatically completed
by NILDE on SBN, and you will have to search for the right book in the list of results with the
corresponding ISBN (if present in the catalog).

After choosing the right document (a journal with the relative ISSN or book with ISBN) NILDE
opens a new window, where many tabs will appear, one for each catalog connected to NILDE. You
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could explore every one (MAI, ITALE, REBIUN) to find the library which owns the document you
are looking for. The last three tabs: OTHERS, ALL and OUTSIDE NILDE are always present.

Figure 23: Identification of supplier library

3. Search for the supplying library

After identifying the right journal or book, NILDE libraries occur in different tabs. If you are
processing a journal NILDE will automatically open the ACNP tab; if you are dealing with a book,
NILDE will open the SBN tab.

ACNP: through the query of the national ACNP catalog, the libraries that have the magazine
will be displayed (identified by the ISSN) in order by the year of the bibliographic reference. In
particular, all libraries are shown with the info about the type of subscription: print, online, or
through a consortium, indicated in this way:

� print: ”print:” + holding (years of owning rights);

� on-line: ”@:” + holding (on-line holdings);

� consortia online: ”@:” + holding (on-line holdings) + ”note: (CONSORTIUM NAME)”.

Figure 24: ”Hide consortia” option.
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The button (in the orange bar at the top right) HIDE CONSORTIA allows you to view only the
libraries with at least one owned print, this will hide the libraries that have only one owned copy
”inherited” from a consortium (FAQ). Clicking on the SHOW CONSORTIA button returns to
the complete list.

Figure 25: ”Show consortia” option.

By clicking Back, the program returns to the page relating to the bibliographic data of the request
(the Back button is displayed when your library has the selected journal).

Figure 26: ”Back” button option.

SBN: by searching the national SBN catalog (Integration of NILDE with the catalogs), the libraries
belonging to the catalog that own the journal or the part of a book (identified by ISSN or ISBN) are
displayed. However, the correspondence of the holdings* with the year of the bibliographic reference
are not verified, and it is therefore the responsibility of the library that submits the request for the
verification of the owned holdings.

MAI : the form displays the list of libraries that join to the MAI metaopac (no searches are made
on the metaopac, therefore it is the responsibility of the library that submits the request to check
which libraries actually own the document).

ITALE: searching (with protocol Z39.50) the ALEPH catalogs of the institutions belonging to the
ITALE association (ITALE is the Italian Association of ExLibris Users) (Integration of NILDE with
the catalogs), will display the libraries that own the publication or the part of a book identified
by ISSN or ISBN. Once again, the correspondence is not verified and it is the responsibility of the
library that submits the request to check.

REBIUN: the form displays the list of libraries participating in the REBIUN catalog (national
catalog of Spanish academic libraries); no direct searching is made in this catalog, and once again
it is the responsibility of the library that submits the request to check which libraries own the
document.
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OTHERS: this tab displays the libraries not associated with any catalogue of previous boards (no
searches are made, the libraries are responsible for searching and checking which libraries own the
document.)

ALL: this tab shows the complete list of all the libraries belonging to NILDE, but without searching
what documents they currently own.

OUTSIDE NILDE: the form displays the list of the libraries that are NOT yet a part of NILDE
but have been registered in the system (see paragraph 5.6 Borrowing: request outside NILDE).

The list of the libraries in each tab is ranked according to a ”weight” obtained by calculating all
libraries for their imbalance (the difference between the number of documents supplied and the
number of documents requested, in respect of all other libraries of the network). By using this
method, NILDE will suggest the library that is best suited for the current request.

By clicking on the icon you can view the supplying conditions, the number of requests sent
weekly, and the imbalance.

Click on the name of the library to view the contact details.

Figure 27: View supplier library details.

4. Selecting the Library and forwarding the request

Select the library and complete the operation by clicking on Forward the request in the box below,
where additional information (Request notes, Borrower protocol number, Supplier lib. Location,
Supplier lib. inventory n., Notes for internal use) can be inserted.
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Figure 28: Library selection and request submission.

At this point the request will be forwarded and will obtain an identification number.

Figure 29: Submitted request confirmation.

5.3 Response to a request

In the event that the request cannot be fulfilled by the library to which it was forwarded, it is possible to
forward (Request management) the request again to another library by clicking on Continue, without
having to re-enter a new borrowing request.
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Figure 30: Re-submission of not fulfilled request.

In the case that the borrowing request is processed, the requesting library can receive the requested
document by the following methods:

� NILDE

� Mail

� Fax

� Ariel/Prospero

� Other.

Reception via NILDE

In the Borrowing window, the arrival of the document as a file is indicated by a green icon . By
clicking on the request, the window that allows printing of the document will be opened and the View
and Print buttons will be displayed.
Receiving via NILDE, which uses NILDE’s secure electronic mailing (SED) to directly send documents
between libraries, involves receiving a PDF document that has been ”transformed” into a Digital Hard-
Copy. In this case, the received document will be sent with the ”NILDE-Digital HardCopy”.

Figure 31: Reception: view and print document.
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The transformation in Digital Hard Copy is applied by NILDE only when it is needed, for example it
does not apply to files obtained from physical scans of an original document on paper. Moreover, in case
of errors and problems detected during the transformation of the digital hard copy procedure, NILDE
will return the document in its original format. In both cases, the document will then be reported as
”fulfilled via NILDE” (instead of ”fulfilled via NILDE-Digital HardCopy”).
After printing the document, you need to click on Continue to complete the procedure.
Warning: the temporary file stored on the NILDE server will be deleted.

Possible problems in the Digital HardCopy procedure

It is possible, in some rare cases, that the Digital HardCopy procedure creates a PDF that does not
conform to the original that could contain transformation errors (for example, the loss of patterns and/or
images, or text with an incorrect font). In these cases it is possible to trash the document (and submit
the request again in NILDE) using the Trash button for Digital Hard Copy problem. This will
send an error report to the NILDE development team. If the request is repeated for this reason, it is
recommended to specify (in the notes for the supplying library) that the sending must be done with
a method different from NILDE (mail, fax or other). Otherwise the Digital HardCopy procedure will
behave in exactly the same way and the problem will be repeated.

� Reception via Mail/Fax

In the Borrowing window, the arrival of the document by mail/fax is indicated by a green icon.

� Reception via Ariel/Prospero

In the Borrowing window, the arrival of the document via Ariel/Prospero is indicated by a green
icon. It is necessary to check your e-mail box to verify the actual receipt of the document.

� Reception via Other

In the Borrowing window, the arrival of the document via Other is indicated by a green icon. We
recommend checking the notes.

5.4 Delivery of the document to the user or archiving a request

After receiving the document, it must be either delivered or archived.

� If the request was sent by a user, the notes for the user have to be entered, when necessary, and
you have to click on Fulfill.

� If the request has been inserted as a new request (see paragraph 5.1 - Manual entry) directly from
the librarian, you have to click on Archive.

Only in this way the request can be closed and will disappear from the borrowing tab. If you don’t
click on either Fulfill or Archive, the request will remain visible among the others requiring management.
Requests fulfilled or archived, once they have disappeared from the borrowing tab, will become visible in
the History tab.
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Figure 32: Request delivery and archiving.

Cancellation

The Cancellation button is used when the fulfillment does not conform to what was requested (for
example: an illegible fax) and in this way it is possible to send the same request again to other libraries
without having to re-enter all of the data.

5.5 Cancellation of a request

After forwarding to a NILDE library, the request is displayed as ”on hold”; only at this stage is it still
possible to cancel the request.
Clicking on the Ask for cancellation button in the request form a confirmation message appears.

Figure 33: Request cancellation.

If you choose to continue, the requesting library must wait for the supplier confirmation of the cancellation
by clicking on Accept cancellation (see paragraph 6.4 - Accept cancellation of a request for lending).
If the cancellation request is not accepted by the supplying library within 5 days from the request date,
the system will automatically cancel the request.

Reiterate a request

A request that is canceled, trashed, or not fulfilled can be repeated simply by clicking on Continue.

5.6 Request outside NILDE

NILDE also allows you to request documents from libraries outside the network or to the authors them-
selves. After selecting the supplier, click on Confirm request outside NILDE.
If a payment was requested and the user has asked to be informed, it is necessary to request authorization
with Note to user.
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Figure 34: Request to supplier library outside NILDE.

Figure 35: User information costs outside NILDE.

Figure 36: User acceptance costs outside NILDE.

After receiving the authorization, proceed by clicking on Confirm the outside NILDE request.

26



Figure 37: Outside NILDE request submission.

If there is not reply from the user receiving the note, clicking on The user does not answer will allow
you to either close the order with Not Fulfill or proceed with the forwarding of the request to the outside
NILDE.
The outside NILDE requests are handled manually. When you receive an answer from the outside
NILDE library, you must enter the date of fulfillment and then click on Fulfilled in order to proceed
with the delivery.
The list of the outside NILDE libraries is updated by the NILDE manager on the reporting of the network
libraries.

6 LENDING

6.1 Request management

The tab dedicated to lending shows the list of requests received from other libraries, awaiting management.
The list is divided into three columns:

� Request : contains date, ID number that uniquely identifies the request and, where indicated, the
internal protocol number assigned by the requesting library;

� Borrower Library : contains the name of the requesting library;

� Reference: contains the essential bibliographic data and the location of the journal.
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Figure 38: Example of lending display.

You can change the display of the list in the following ways:

� selecting from Display number per page the amount of references to show per page;

� clicking on , which comes first the header of the first two columns, to show the requests
respectively in ascending/descending chronological order or alphabetic order by the name of the
library.

The complete data of the Borrower Library can be accessed by clicking on the name of the library, as
also happens on the Borrowing tab. To manage the requests for articles in the list of the Lending tab,
proceed clicking on the reference of interest. The displayed request form is divided into two sections:

� the first above shows the name of the Borrower Library, the date of the request, the ID number;

clicking the button opens the display of important details such as the number of weekly
requests received by that same Borrower Library and eventually, if it is in the ACNP catalog, the
journal location in the library that is managing the lending request (supplier library );

� the second one, marked by the Article label, shows the bibliographic references relating to the
material to be supplied and the Verify licenses button.
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Figure 39: Lending request.

The Lending request allows you to verify the licenses for use: go to 6.2.1 - Find Licenses.

6.2 Verify licenses

In the lending phase, the operator must first look for the license agreements relating to the electronic
document that he wants to send to the borrowing library. NILDE, thanks to the integration with ALPE,
allows you to easily check if the publisher allows the document delivery service for that document and
what are the allowed conditions that must be respected when processing the request for lending.
The various cases that can be presented are listed below.

1. Find license

2. Apply license

3. No license found

4. Not subject to license

5. Unable to find a license (missing ISSN)

6. Report a problem or ask for help

1 Find license

In order to proceed with the lending processing it is necessary to click on the button Find licenses. In
this way NILDE will proceed to query ALPE (Electronic Periodic Licenses Archive) licences database,
using the ISSN and the Year of the user’s request as search parameters or the ISBN, in the case of a book
chapter.
The Find License button does not work if the ISSN is missing in the user’s request or if the ISBN is
written in a different form than this: 978-3-16-148410-0 (the dashes must be included). In these cases,
to proceed, the operator must correct the data before proceeding with the fulfillment.
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Figure 40: Find license

In NILDE, all the standard licenses and the negotiated licenses valid for the entered search parameters
will be displayed in a summary table. The libraries that have integrated NILDE with their SFX will
have the advantage that ALPE will only display the licenses related to the resources subscribed by its
institution (ie the active targets in SFX).
Moreover, in the case of negotiated licenses, only the licenses, subscribed by the institution to which the
library belongs, will be displayed; while in the case of standard licenses, all the reference licenses for the
requested electronic document will be displayed.
In this last case, to facilitate the choice, the system allows to associate to the institution the standard
licenses related to the electronic resources subscribed.

Figure 41: Identified licences table.

The table shows the most relevant information for each license, related to:

- type of license

- period of validity of the license

- the publisher name
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- DD/ILL (if DD/ILL service is allowed)

- International DD/ILL (if DD/ILL service to foreign libraries is allowed)

- Send by NILDE (if electronic sending is allowed via NILDE)

- Format of the allowed document

Clicking on the magnifying glass, you can view the full record of each license. Moving the mouse on the
table data, you can view the explanatory captions of the different icons used.

Figure 42: License details.

To unfulfill the request if you do not have the document it does not need to click on the Find licenses
button, but you can simply proceed as usual by clicking directly on the Unfulfill button (go to paragraph
6.3 - Request fulfillment or unfulfillment).

2 Apply License

From the list of licenses displayed in the summary table, you will need to select your reference license
and click on the Apply button.
The software will proceed by automatically applying the conditions stated in the license.
For example:
- if the publisher’s license does not allow the DD/ILL service, the system will only display the Unfulfill
button and will block the possibility to fulfill further the request. In this case it will then be necessary
to continue selecting among the reasons for Unfulfillment the entry ”DD not allowed by the license or
number of pages exceeding the 15% of the issue/volume”; for further information about how to unfulfill
a lending request, go to Fulfill or Unfulfill a request.
- if the license allows the DD/ILL service, but does not allow any type of electronic submission, the
system will display the button Fulfill (Fulfill or Unfulfill a request.) and, in the next screen, between the
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types of delivery it will allow only those allowed by the publisher (in this case mail and fax) and it will
inhibit all the other options (which will be displayed in gray and not selectable).

Figure 43: Licence found: select permitted delivery.

3 No license found

In the case that the system does not return any license, the first operation to do is to check if there is a
reference license for the previous years to the one in which you are operating. In fact, the system displays
the licenses valid for the current year by default. To check it, simply change the year from the drop-down
menu search and select a previous year. If the system finds a license for the previous year, it is possible
that the license has not yet been updated for the current year or that an updated standard license is not
published on the publisher’s site. It is possible to request a license update (send a report following the
instructions in point 6. Report a problem or ask for help) and in the meantime continue applying the
conditions of the previous year.
If, on the other hand, even if you change the year of validity, no license has been found, it is possible
that:

� the publisher standard license has never been included in the ALPE database (send report following
the instructions in point 6.2.6 - Report a problem or ask for help);

� the licence negotiated by your organization/consortium has never been included in the ALPE
database (in this case you can ask to join ALPE for the entry of the licenses);

� your institution does not appear among the subscribers of the negotiated license, although entitled
to it (send report following the instructions in point 6.2.6 - Report a problem or ask for help);

� although the license is present in the database, the ISSN is not associated with any license for some
of these reasons: wrong license platform URL, inactive SFX Target, inconsistency with Institutional
SFX Target. It is possible to check if a license is present (but not displayed) searching directly in
the public ALPE database, without being logged in, with the name of the publisher or with ISSN
and year of the request.

4 No subject to license

In the case of fulfillment of a request for a print document, it does not need to refer to the conditions of
use specified in the licenses (which come into force only referring to electronic resources). In this case, to
proceed to fulfill you need to click on the button Find licenses and then on the button Not subject to
license. In the following phase this will allow to proceed with the fulfillment by selecting the appropriate
type of delivery.
See NILDE and copyright.
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5 Unable to find a licence (missing ISSN)

NILDE can query ALPE only if the ISSN or ISBN is present in the request. If the data is missing NILDE
will display a button with the following message: ”Unable to find the license for this request”.
In this case it is possible to complete the data of the request by proceeding as follows:

- Enter the ISSN and save the request (by clicking on the button at the top right);
- Then reopen the request and proceed to fulfill lending by clicking on the Find License button. In this
way NILDE will be able to query ALPE.

Figure 44: Unable to find a licence (missing ISSN)

6 Report a problem or ask for help

1. No license found or incorrect licence
If no license has been found or if the system shows a license that does not correspond to the requested DD
item (for example, a mismatched publisher), it is necessary to send a missing or incorrect license message
to alpe-support@area.bo.cnr.it , reporting in the e-mail subject line the wording: MISSING LICENSE
or ERRATA and reporting all the following data:

� library username (Login NILDE),

� ISSN and year of the request,

� journal publisher,

� link of the downloaded .pdf to send to the borrower library,

� access link to the journal in the ”institutional” SFX catalog (only for libraries that have integrated
their SFX in NILDE),

� screenshot (just in case of incorrect license and not for missing licenses).

2. Missing license for the current year
If no license has been found for the current year, the license can be updated by sending an alert to alpe-
support@area.bo.cnr.it, reporting the following data in the email: ISSN and year of request, publisher
name, access link to the full text.
3. Interpretation questions
If instead you believe that there are errors in the reported clauses or difficulties of licence interpretation,
please report it to alpe-support@area.bo.cnr.it, explaining the reason of the problem in the email text.
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6.3 Request fulfillment or unfulfillment

REQUEST FULLFILLMENT

Proceed to the fulfillment by clicking on the FULFILL button, which appears only after you have searched
for the license (see 6.2 Verify licenses).

Figure 45: Fulfill/unfulfill buttons.

Then, a box will appear below, allowing you to choose the method of delivery of the document, after
having filled in the mandatory fields, marked with an asterisk (number of pages of the document you are
about to send and operator that manages the lending) and any optional fields.

Figure 46: Request fulfillment: filling in required fields.

5 delivery methods are available and can be selected:

� NILDE : electronic sending of the document by the SED system of NILDE (Secure Electronic
Delivery). The document is uploaded to the NILDE server and will be available for the borrowing
library during the 7 days following the date of fulfillment. NILDE allows electronic sending of image
formats only (eg: PNG, TIFF, JPG ...) and PDF files. The file size cannot exceed 15 MB. If
you opt for this type of delivery, click on the ”Attach file” button to choose the file from your
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computer and attach it to the request. Once the file has been selected, it will be automatically
loaded on the NILDE server (an animated progress icon will indicate the process in progress), and
at the end the ”FULFILL” button will appear to conclude the lending operation;

Figure 47: Request fulfillment: attachment.

� Mail : the document is sent in print format by mail;

� Fax : the document is sent by fax;

� Ariel/Prospero: this option allows simple memorization, for statistical purposes, of the type of
selected sending. The sending operation must be performed through by the Ariel or Prospero
software, and it is an operation outside NILDE, as well as sending by fax or by mail;

� Other : it is strictly recommended to use this type of sending only if the article has been provided
by the library with delivery methods different from those provided (NILDE, Ariel ..).

UNFULFILLED REQUEST

In case the library is not able to satisfy the request, it is necessary to click the Not FULFILL button.
Under the request form a tab opens in which to declare the unfulfillment reason.
The following fields are required:

� Operator : enter the name of who is proceeding with the unfulfillment;

� Select the unfulfillment reason: choose the type of unfulfillment from those proposed in the list
(wrong bibliographic reference, journal/volume not owned, issue/volume not available, DD not
permitted by license or article pages above the 15% limit of the issue/volume, order exceeding the
maximum number of weekly requests, other types of unavailability)
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Figure 48: Unfulfillment reason.

The optional field Notes of the supplier library can be used to communicate to the borrower library
further information regarding the reason of unfulfilled request.

6.4 How to accept a cancellation request

The borrower library can request the cancellation of a request. It is possible to accept the cancellation
by clicking on the Accept cancellation button.

Attention: if you wish to delay the processing of request Fulfillment/Unfulfillment it is possible to click

on the closing button .

NILDE reports that is not possible to open other requests if the operations started on the previous request
have not been completed (closing or Fulfill/Not fulfill). If it is not possible to access the previous request
taken in charge previously and not processed, it is necessary to close the browser and restart it or exit
NILDE and log in again.
If the cancellation request is not accepted within 5 days from the date of request, the system will
automatically cancel the request.

6.5 Request outside NILDE

The new version of NILDE also allows to keep track of outside NILDE (ON) exchanges involving your
library as a supplier and libraries not belonging to NILDE. To register these exchanges within the system,
simply click on the New request button located on the left at the top of the lending section.

Figure 49: Register Outside NILDE request.

36



Select the type of document (Article, Book)

Figure 50: Document type selection.

Then fill in the required fields with bibliographic references, as in any other entry. In addition, the
information on the requesting outside NILDE library and the transaction dates must be entered in the
request form. Once the request has been filled in with all the necessary data, it is processed with the
Fulfill or Not fulfill buttons, as for the internal requests of NILDE.

Figure 51: Fill in outside NILDE request.

The list of the outside NILDE libraries is updated by the NILDE manager by reporting of the network
libraries.

7 STATISTICS, DATA EXPORT AND REQUESTS HISTORY

NILDE provides several tools to monitor and assess the document delivery service. Those tools are
explained in details below and should be selected according to the specific needs:

Reports: the tool offers a comprehensive overview on the service offered through NILDE;

Export: each library is allowed to export data about the service offered through NILDE by the library,
the institution or the consortium. Files are in .csv format (comma delimited format);

History: each library can retrieve and inspect full details about all the previous completed users’ bor-
rowing and lending requests (fulfilled or archived).
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7.1 Reports

This section reports the statistics about the usage of NILDE and are very useful to monitor and evaluate
the characteristics of the service delivered by a library to individual users and to other libraries of the
network through NILDE. Reports are gathered in three groups: Globals, Library and Users.
The first one provides information about the number of exchanges and the trend through years, high-
lighting for instance the most requested 20 journals (see fig. 52).

Figure 52: Example of global report/usage reports.

Statistics in the Library group displays information about the exchanges among libraries in each year,
highlighting for instance the number of exchanges within and outside NILDE system in the selected year
(fig. 53).

Figure 53: Example of library report.

Statistics in the Users group provide information about the distribution of individual users’ requests in
the selected year (fig. 54).
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Figure 54: Example of users report.

7.2 Export

Data in the Reports tab can be exported by clicking on Export. In the page, different options regarding
the type of data and the year to which they refer can be selected.
Data are exported as a .csv file (comma delimited file), which can be readily open in Microsoft Excel or
in any similar software.
There are three main types of data:
Library Reports: information regarding the activity of the library can be downloaded;

Figure 55: Library Report.

Institution’s Reports: information regarding the activities of each library within the same Institution
can be downloaded (each library within the Institution who subscribed to NILDE in the selected year is
allowed to download those data);
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Figure 56: Institution’s Report.

Project’s or Consortium’s Reports: information regarding a project and/or a consortium of libraries
can be downloaded (in this case each library participating to a joint project or to a consortium can
download the statistics related to a selected year).

7.3 History

In this section, information regarding previous deliveries can be stored. Search can be done For library,
For user or For ID.
When searching For library, further refinements are allowed by selecting:

� lending or borrowing request;

� one or more libraries;

� time span.

Figure 57: History for library.

If a For user search is done, information can be retrieved by:

� all users or a single one;

� time span.

In both cases the time span covers at most 2 years (the present year and the previous one), because of
data protection.
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Figure 58: History for user.

If the search is done by ID, it is necessary:

� selecting the ID user order or the ID library order;

� filling in the ID space, indicating the code identifying the request that should be inspected.

Figure 59: History for ID.

8 MANAGING USERS’ DATABASE

In the My users window, it is possible to display information about those users of the library that made
a registration to NILDE. It also allows to manage users’ database, to associate an Institute/Department
for each user and to export data.

Figure 60: List of library users

Some specific icons in the top of the window may provide additional information regarding the status
and number of users:
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� displays all enabled, disabled and pending users; this icon is preselected when ”My users”
window opens;

� displays only enabled users;

� displays only pending users;

� displays only disabled users.

The meaning of each icon is reported in the box on the left of the section. It can be also retrieved by
pointing the mouse over each of them. For the libraries who used the previous version of NILDE, three
additional icons (green, yellow and red) are reported. They are marked by the subscript NILDE v.3
and refer to those users who did not update their account.
By clicking on each icon, the list of users are reported below in different columns that refer to:

� User : it contains a user’s forename and family name along with his/her email address;

� Username: it indicates the username selected during the registration. For users accessing NILDE
through a IDEM-GARR account, the username is not displayed and is substituted by three lines;

� Title: it contains the title selected by the user;

� Inst./Depart.: it displays the name of the Institute/Department selected by the user during the
registration. Alternatively, it can be selected by the Library after the registration;

� Reg. date: it indicates the date of registration to NILDE;

� Status: it associates to the user the icon representing his/her status (enabled, disabled, pending).

Below the set of icons, two additional options facilitate the display and search of users.
It is possible to change the way in which users are displayed in the following ways:

� selecting from the option Display number per page the maximum number of users to display in
each page;

� sorting the information in each column in alphabetical, chronological or status order (both ascending
or descending).

It is not necessary to scroll down the entire list, but information about a specific user can be retrieved
by applying a filter (surname, name, department/institute or title) and clicking on Search.
Before starting a new search, the option complete list should be checked.
Users’ status is displayed in the last column (Status) by the specific icon.
To change the status of any user, click on the name in the column User. In the box on the left the user
setting is displayed, along with all the possible actions according to his/her status:

� : by selecting Disable, the NILDE service becomes unavailable for that user, whose information
are maintained in memory. Later he/she can be enabled again or eventually deleted from the system;

� and : by clicking on Enable the user is allowed to exploit NILDE service. Instead by
clicking on Delete, information about the user are definitively removed from the system.
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8.1 Managing the Departments’ list

Users can be classified according to their Institute/Department. In this way, you can generate a list of
users according to their affiliation. This approach makes easier to supply the requested paper.

Clicking on the icon on the top-right corner, a new box appears.

Figure 61: Add or rename department.

If you want to add a new Department, you can enter its name here and click on Enter department. The
name of the new Department will appear below in alphabetical order. For each Department in the list,
you have three options, marked by the icons in the list on the right hand side:

� Rename department

� Delete department

� Apply department to the selected users

If you want to associate a user or a group of users to a specific department, you should follow the steps
below:

� from the users’ list, you select the box(es) referring to the user(s);

� from the departments’ list, you select close to the selected department.

After this procedure, you will notice that for each user the name of the selected department will appear
in the column Inst./Depart.
If you need, you can rename, cancel or modify the affiliation of each user. Removing a department from
the list does not remove users, but they can be reassigned to other departments later.

8.2 Exporting data

The updated list of users can be exported in a .CSV format (comma delimited file) and imported in Excel

by clicking on the icon .
This is a useful option, if you want to create a mailing list.
In fact, the exported file contains the personal details of users, including their status, the type of their
account and their email (only password are removed from the information of each user).
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9 HOW TO USE THE SOFTWARE

To use NILDE 5.x efficiently, it is recommended to use Mozilla Firefox, which NILDE supports totally.
Other browsers (such as Safari, Opera, Google Chrome and Epiphany) are compatible but they may
encounter small graphics rendering problems.
Microsoft Internet Explorer, version 7.0, is only partially supported; In fact, NILDE has some
graphical incompatibilities and Javascript malfunctions (as the browser does not completely meet the
W3C standard requirements) and therefore its use is not suggested.
For the upgraded versions 8, 9 and 10 instead, the compatibility with NILDE is almost complete and
only small graphic faults are displayed.
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