
 
 
 
 
Memo to: SHARE Libraries 
 
From:   CCS Corporate 
 
Date:    May 4, 2009 
 
Re:  Using the CCS database for ILL requests 
 
 
Cooperative Computer Services (CCS) is consortium of 23 public libraries in the north 
and northwest suburbs of Chicago. All are also members of the North Suburban Library 
System (NSLS). Refer to the list of member libraries in the Contact Information section. 
We share a Sirsi Unicorn computer system for circulation, acquisitions, cataloging, and 
interlibrary loan, as well as the iBistro online public access catalog. 
 
The CCS database has been available for interlibrary loan requests since June 1, 2002.   
Access is available through our iBistro OPAC.  Since the staff module is client-server 
based, and libraries outside of CCS will not have the client software, it is necessary to 
place holds via the OPAC. 
 
Attached you will find procedures explaining how to access our iBistro OPAC and place 
holds.  Holds will be placed for patrons by the staff at their local libraries and they will 
pickup the borrowed items at their local libraries. 
 
You may access our OPAC using this URL: 64.107.155.140 
 
If you have any questions concerning how items are loaned from CCS, or need an 
iBistro barcode number, contact JoAnne Holmes at (847) 666-3205, or email 
jholmes@ccs.nsls.lib.il.us. 
 
If you have a technical issue related to accessing iBistro, please contact Linda Zaleski 
in the CCS Computer Room at (847) 666-3213, or email lzaleski@ccs.nsls.lib.il.us . 
 
If you have any questions about how to use iBistro, contact the Computer Room at CCS at 
(847) 342-5303, or email fcorrea@ccs.nsls.lib.il.us 
 
Thank you,  

Frank Correa 
Frank Correa 
IT Systems Engineer 
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Accessing the CCS OPAC & Placing Holds 
 
CCS member libraries (listed in the Contact Information section) are happy to fulfill the 
ILL requests your libraries place.  We do ask that you keep a couple of things in mind 
prior to placing online holds for CCS items: 

1. Reciprocity is strongly encouraged.  Please do not request things that your library 
will not loan to CCS libraries. 

2. We expect CCS libraries to be allowed to access your database if you are going 
to place holds online for CCS holdings. 

3. In general we do not restrict the items we will lend, but our libraries can set local 
policies regarding the loan of new books and other high-demand items ï 
especially Audio Visual materials. Itôs best to check with an individual library if 
thereôs a question about their specific policy. 

 
Also, the “Pickup Point” used for those of you outside of CCS should always be 
CCS.  This is important if you want to receive your items. The pickup point should 
automatically default to CCS, but if for some reason it does not, change it to CCS and 
contact us to let us know that the problem exists. 
 
When you are finished, materials should be returned to the owning library, not to 
CCS Headquarters. 
 

NOTE: The illustrations and screen prints used below were captured using MS 
Internet Explorer as the browser application. If you use Netscape, Mozilla, or any 
other browser, the look and feel of the examples will differ, but the features and 
functions covered will work as described below. 

 
The following steps describe how to proceed with accessing our OPAC and placing 
online holds: 
 
1. Type in the following URL into your browserôs address field:  http://64.107.155.140 .  
    Once youôve accessed this page, click on the iBistro logo if you are not redirected. 
 

 

The OPAC may also 
be accessed via the 
CCS Website: 
www.ccslib.org   
 
Click on the Library 
Catalog link in the 
column on the left. 

http://64.107.155.140/
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2. In order to place holds, you will need to login as an iBistro user. Do this by 
entering the barcode number, no spaces, and password you use for SHARE ILL 
requests.   

 
*If you do not login first, the option to place holds will not display.  You will only be able 
to search the catalog. 

 
  

 
 
 
3. Once the following screen displays, you may begin searching for the item. After 
youôve entered your search information, click on the Search button. 

Use the same barcode number and 
password youôve always used to access 
CCS.   
 

If you need a barcode number, please 
contact  Jo Anne Holmes at CCS (847) 
666-3205 

 

Search Type defaults to 
keyword.  This searches for 
any relevant words in the 
bibliographic record.  You 
may also choose to browse. 
   
Note that if a hit isnôt made 
on an exact or term search, 
then a browse list will 
display. 
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You will also have an option to perform a Power Search.  This permits you to modify 
your search with additional options such as language, reading level, publication year, 
call number, and also allows the use of Boolean Operators. 
 
 

 

  
 
Within the Power Search you will notice a few fields that refer to options such as Item 
Type, Location, and Item Category.  These fields pertain mainly to functions available in 
the staff client software and probably arenôt features you will use.    
 

Your search will default to a word or phrase keyword 
search.  However, you may choose from other search 
indexes such as author, title, subject, series, or 
periodical title.  Simply click on the drop down menu 
under Search For. 
 

Leave the library field set to ALL.  This will search all of 
the CCS member libraries. 

 



SHARE/CCS Users guide 7 Updated: May 2009  

4.  After you perform a search you will be presented with a search results hit list. Scroll 
through the results, select the desired item, and click on the Details button. 
 

 
 
 
5.  Once youôve opened the Details screen for the desired item, click on the Place Hold 
button (on the left side of the screen) to start the hold process. 
 

 
 
 
 
 
 
 

The hit list provides 
you with a brief 
display, which includes 
title, author, material 
format (if other than 
book) and publication 
and edition info. 
Browse the hit list to 
review your selection 

options. 

Youôll have the opportunity to scroll 
through the record to confirm itôs 
the item you want.  When youôre 
ready, click on the Place Hold 
button on the left side of the 
screen. 
 
Donôt be confused by the ñKeepò 
icon.  This is not related to the 
hold/ILL process. It is primarily 
used in conjunction with the 
ñPrint/Captureò feature in iBistro 
and is only used to save the 
recordôs information for future 
reference.   
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6. You will be brought to this verification screen.  Make sure the correct item has been 
identified and click on the Place Hold button (again). 
 

 
 
 
7.  A successful hold will display the following Hold(s) Placed confirmation screen. Note 
that your libraryôs name is identified, as well as the title, and author. The expiration date 
defaults to NEVER. The above process must be repeated for each hold you want to 
place with CCS. The iBistro OPAC does not allow the user to place more than one hold 
at a time. After clicking OK, you will return to the ñFull Detailsò screen. 
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*A note regarding multi-volume holds* 
 
In the event you need to place holds on ñmulti-volumeò materials you may encounter the 
following situation:   
 
Multi-part items such as a boxed set of DVDs, or an encyclopedic set, are listed under a 
single title with multiple barcodes.  Depending upon the method of cataloging and item 
processing utilized at any given library, the items may either be circulated together 
under one barcode, separated and barcoded individually, or may even be cataloged to 
circulate as a set but have different barcodes on each piece.  If you attempt to place a 
hold, there is a good possibility that only one part, additional parts, or the incorrect part 
of the set may appear on the Pick List and the library may not check for the actual part 
requested or the additional parts if any. 
 
This occurs partly as a result of iBistro holds not being copy specific and going across 
the database selecting items based on libraries restrictions of what is eligible for holds. 
 
 
 
 

                                 
 
 
 
 
 
In this case, we request that you please phone or fax the owning library rather than 
attempting to place a hold.   
 
 

Notice in each 
example, how 
many different 
versions of what 
may (or may not) 
be the same item 
exists.   
 

The way 
information is 
entered dictates 
how an item 
circulates.  
 

Since you canôt 
really tell what 
belongs to whom, 
and can only 
guess how it is 
barcoded, we 
recommend taking 
a closer look at 
the Full Details 
/call number list 
screen and make 
a direct request 
from the owning 
library. 
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Denied Requests 
 
At times your request may be denied. That is, you will not be allowed to place a hold an 
item you have gone through the process of requesting. Here is what you may 
encounter: 
 
 
1.  You perform a search and find the desired item.  You go the Details screen and click 
on Place Hold. 
 

 

 
 
2. When the Place Hold verification screen displays, you proceed to click the Place 
Hold button as usual. 
 

 
 

This is deceptive because it is 
necessary to go through the motions.  
You wonôt know whether you can put 
a hold on it until after you select it. 

Still looks like business as 
usual, but, due to the way it 
sweeps the database 
looking at policies and 
restrictions, iBistro only 
considers those restrictions 
after the item has been 

selected.   
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3. You are presented with the following error message. The iBistro OPAC does not 

have the ability to warn you of this problem beforehand.  All you can do is click 
OK and move on. 

 
 

              
 
 

Since iBistro does not notify you of 
restrictions placed on items before 
they are selected, thereôs not much 
that can be done to avoid this.  The 
only indication you may have prior to 
taking action is to thoroughly review 
the record and look for indications 
that the item may not be ñholdableò. 
 
For example, a certain call number, 
what looks like a non-circulating 
location: e.g. Reference, etc. 
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Viewing Account Activity and Requests 
 
To find out what your library has in its account regarding holds, checkouts or fines: 
 
1.  Login, click on My Account, thené 
 

 
 
…Review My Account.   
 

 

 
2.  A screen summarizing your current activity will display.  It includes both requested 
items and those you may have checked out.   
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Please note, if you only have requests and nothing checked out, then only the Holds 
screen will appear: 
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Canceling a Hold 
 
The following describes the steps involved to cancel a hold placed in iBistro. 

 
1. Login, click on My Account… 
 

 
 
é then Review My Account 
 

 
 
 
2. Check the Cancel box and click on the Cancel Selected Holds button. 
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3.  A confirmation screen will display. After confirming that the hold was successfully 
canceled, click the OK button. You will be returned to the previous Review My Account 
screen. 
 

 



SHARE/CCS Users guide 16 Updated: May 2009  

 
Renewing Materials 

 
 
Renewals are allowed; however in the case of high demand items, please work with the 
owning library since they may want a shorter loan period for the renewal than an iBistro 
renewal may provide.  To renew your materials: 
 
 
1. Login, access the My Account feature, and click on Renew My Materials 
 

 
 
 
2. The Item Renewal screen will display.  Place a checkmark in the box associated with 
the item(s) you want to renew, and click on Renew Selected Items. 
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3.  A successful renewal will display a confirmation screen with the message ñ1 item 
was renewedò and the new due date will be indicated under the Item renewed 
information.  Click OK to continue.  
 

 
 
 
If for some reason you are not allowed to renew an item, you will be presented with the 
message: ñ1 item failed to be renewedò and the reason for the item not renewing will be 
indicated with the bib information. (In the above example, you have reached the 
maximum number of renewals allowed for this item.) 
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Changing Your Password 
 
All barcode numbers that access the CCS OPAC require a password. Please contact 
the computer room for initial password. Once the password is received, we encourage 
you to change it for security purposes.   We also suggest you use an alphanumeric 
combination.  The length of your password is limited to ten characters.  If you are 
unable to remember your password or encounter other difficulties trying to update it, 
please contact Jo Anne Holmes at jholmes@ccs.nsls.lib.il.us  or call on (847) 666-3205. 
 
To update your password: 
 
1.  After accessing iBistro, but prior to logging in at the upper right, click on My 
Account. And select the option for Change My Password.  
 

 
 
 
 
 
2.  Even if you are already logged in to My Account in iBistro, you will be prompted to 
enter your barcode and current password again. You will also be asked to enter and re-
enter the new password. To complete the process, click on the Change Password 
button. 
 

  
 
 
 

mailto:jholmes@ccs.nsls.lib.il.us
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3.  If your attempt is successful a confirmation screen will display. Click the OK to 
proceed.   
 

 
 
 
Occasionally the system will not allow you to change your password and you see an 
error message that looks like the following: 
 

 
 
The above error may be due to the User Access and Profile Policies defined for a 
particular barcode/card.  In this case only CCS may change the password (within the 
staff client program).  If you receive this message, contact CCS for assistance. 
 
 
 
Access denied error: 
 

 
 
The above seems to occur randomly and may not necessarily be due to a specific 
problem.  If you see this message, exit iBistro and try again.  Sometimes it takes more 
than once.  If you continue to see the Access denied message, please contact the CCS 
Computer Room for assistance. 
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CCS Contact Information 
 
If you have any questions concerning how items are loaned from CCS, or need an 
iBistro barcode number, contact JoAnne Holmes at (847) 666-3205, or email 
jholmes@ccs.nsls.lib.il.us. 
 
If you have a technical issue related to accessing iBistro, please contact Linda Zaleski 
in the CCS Computer Room at (847) 666-3213, or email lzaleski@ccs.nsls.lib.il.us . 
 
If you have any questions about how to use iBistro, contact the CCS Computer Room 
on (847) 342-5303, or email fcorrea@css.nsls.lib.il.us. 
 
Following is a list of the member libraries in the Cooperative Computer Services 
consortium: 
 
 Library Name     Library Code 
 

 Algonquin Area Public Library        ALK 
 Cary Area Public Library          CPQ 
 Crystal Lake Public Library         CLK 

 Des Plaines Public Library         DPK 
 Dundee Township Public Library       DUK 
 Ela Area Public Library          EAK 
 Evanston Public Library          EVK 
 Fremont Public Library district        MUK 

 Glencoe Public Library          GCK 
 Glenview Public Library          GVK 
 Huntley Area Public Library         HUK 
 Lake Forest Library            LFK 
 Lake Villa District Library         LVK 
 Lincolnwood Public Library         LNK 

 McHenry Public Library          MJK 
 Niles Public Library            NIK 
 Northbrook Public Library         NBK 
 Park Ridge Public Library         PRK 
 Prospect Heights Public Library       PHK 

 Round Lake Area Public Library       RLK 
 Wilmette Public Library          WLK 
 Winnetka-Northfield Public Library      WNK 
 Zion-Benton Public Library         ZIK 

 
Links to all CCS libraries Public Access Catalogs can be found on the CCS web page 
at: http://ccslib.org 
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