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GENERAL INFORMATION 
 
About SWAN 
 
SWAN (System-Wide Automated Network) contains more than one million titles and more than seven 
million individual items held by 79 libraries located in the western and southern suburbs of Chicago.  
SWAN is a multi-type library consortium made up of 3 junior college, 2 special and 73 public libraries 
(plus the system headquarters). 
 
 
SWAN Contact Information 
 
If you have questions about how to use SWAN, need multiple requests placed, or need to have a PIN 
deleted contact: 
 
 SWAN Software Support at softwaresupport@mls.lib.il.us or 630-734-5175 
 
If you have questions about ILL procedures, overdue and billed materials, or problems with your library’s 
patron record, contact: 
 
 MLS Resource Sharing at metroill@mls.lib.il.us or 630-734-5160 
 
If SWAN is unavailable, an announcement banner will be posted on Metropolitan Library System’s main 
web page at http://www.mls.lib.il.us. 
 
If you have questions or comments about this document can be submitted in writing to: 
 
 Heidi Bruss at burssh@mls.lib.il.us 
 
Other questions can be directed to: 
 
Kate Boyle, Resource Sharing Manager    boylek@mls.lib.il.us 630-734-5162 
Heidi Bruss, SWAN Software & Training Manager  brussh@mls.lib.il.us 630-734-5125 
Dean Bryan, Director of Automation & Technology Services bryand@mls.lib.il.us 630-734-5122 
 
 
Accessing SWAN 
 
To access SWAN use the following URL: 
 
 http://swan.mls.lib.il.us 
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LOGGING IN 
 
To log into SWAN, access your library’s patron record by clicking on the “My Account” link on the 
WebPAC’s start page. 
 

 
 
In the “Login” screen enter your library’s name, barcode and PIN then either press <Enter> or click on 
the “Submit” button.  Use the <Tab> key to move from field to field. 
 

 
 
Your library’s patron record will display unless you are accessing the library patron record for the fist 
time.  If accessing the patron record for the first time see the “Assigning a PIN” section on page 5.  The 
“You are logged into SWAN/All Libraries as <your library’s name>” message will appear in the upper 
left corner of the screen (under the “SWAN Online Catalog” banner) to show you are logged into your 
library’s “account”.  
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The patron record screen, showing that you are logged in, will display (example shown below) and it 
defaults to the list of checked out items, if there are any. 
 

 
 
 
Assigning a PIN for the First Time 
 
When accessing the library’s patron record for the first time, the following screen will appear.  Enter the 
same PIN you entered on the “Login” screen twice more in the spaces provided.  PINs should be 
something that staff members will remember and can be up to 30 characters in length.  PINs can be made 
of letters and/or numbers (use of upper case letters is not recommended).  When finished, click on the 
“Submit” button or press <Enter>.  Click on the “Cancel” button (you may need to scroll down to see the 
button) to abort.  Always treat PINs as passwords and never publicize or post them in a public area.   
 

 
 
When your library’s patron record displays, your PIN has been accepted.  See page 22 for a list of 
features available from your library’s patron record.  
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SEARCHING – VIEWING BIB RECORDS – SORTING 
 
Before searching for records on which to place requests, log into your library’s patron record.  To begin 
searching, click on the “Search Catalog” button that appears on the patron information screen. 
 
The main search screen defaults to keyword searching (example shown below).  The tabs offer the 
following search options: Keyword, Title, Author, Advanced (keyword searching where you can add 
limiters to your search prior to launching the search).  The “Other Searches” box offers the following 
search options: Author and Title, Subject, ISBN/ISSN, Government Documents, and Call Number. 
 

 
 
At the main search screen, you have the choice of entering your search terms to do a keyword search or 
clicking on one of the other search options.  After entering your search term(s) launch your search by 
pressing <Enter> or clicking on the “Submit” button.  The “Need Search Tips?” link (you may have to 
scroll down to see this link) provides tips on keyword searching. 
 
 
Browse Searching 
 
Searching using Title, Author, Author and Title, Subject, ISBN/ISSN, Government Documents, and Call 
Number is considered “browse” searching. Browse searching displays the results list screen (example 
shown at top of next page).   
 
To sort this results list, click on the “¯ ” next to “System Sorted,” choose an option from the list, and click 
on the “Sort” button. 
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To view the bib records for a particular heading in the results list, click on the desired heading to display 
the brief record results list (example shown below). 
 

 
 
To sort the brief records results list, click on the “¯ ” next to “System Sorted,” choose an option from the 
list, and click on the “Sort” button. 
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To limit a browse search, click on the “Limit/Sort Search” button.  In the “Limit/Sort Search” screen 
(example shown below) you can limit by: location (e.g. library), material type, language, year of 
publication and words in the title/author/subject.   
 

 
 
More than one type of limiter can be applied to a search.  To add more than one of the same type of 
limiter (such as location, material type, or language), select the first limiter, find the next limiter and 
holding the <Ctrl> key, click on that limiter.  Click on the “Submit” button to add the limiter(s) to your 
search or the “Cancel” button to abort. 
 
From a brief records results list, you have the option to double click on either the title link or the “Find It” 
link to view the full bib record (example shown below).   
 

 
 
The full bib record screen defaults to displaying the “Copy Status” tab.  This tab lists the libraries owning 
the title, the call number and availability (e.g. shelf status).  The “Additional Links” tab lists the subject, 
alternate title and alternate author fields from the bib record.  The “Full Record” tab lists all the fields 
from the bib record along with the list of attached items in one display. 
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Keyword Searching 
 
SWAN offers two types of keyword searching, simple and advanced.  Simple keyword searching is done 
from the “Keyword” tab on the main search page and advanced keyword searching is done from the 
“Advanced” tab.   
 
In the “Keyword tab enter your search terms, which can include Boolean operators (see the list of valid 
Boolean operators on page 9).  You can pre-sort your search results by clicking on the arrow next to the 
“Sort”.  The sort options are: date, title and relevance.  Click on the “Submit” button to launch the search. 
 

 
 
To use advanced keyword searching, click on the “Advanced” tab.  The advanced tab guides you through 
creating a keyword search using Boolean operators and allows you to add limiters and determine sorting 
before launching the search (example shown below). 
 

 
 
In both simple and advanced keyword searching you can use the following Boolean operators: 

“AND” Limits the search to those records that contain both search terms in the same 
record.  For example, “Asimov and robot” would retrieve all records containing 
both words.  

“OR” Expands the search to all records containing either one search term or the other.  
For example, “canoe or kayak” will retrieve all records containing either the 
word “canoe”, or the word “kayak”, or both words. 
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“AND NOT” Excludes a search term, and finds records containing one search term but not the 
other. It also eliminates records containing both search terms. For example, 
“insurance not health” would find records with the word “insurance” except for 
those records also containing the word “health”. 

“NEAR” Keeps search terms within 10 words of each other. 
“WITHIN” You designate the number of words that appear between your search terms. 
“BEFORE” The first search term will appear before the second search term in the bib record. 
“AFTER” The first search term will appear after the second search term in the bib record. 

 
If you enter multiple search terms without the use of a Boolean operator, the search terms will be 
searched as a phrase.  For example, “white house” would find records where these two words appear 
together as a phrase in the order entered. 
 
Keyword search results are displayed in the brief record results list (example shown below).   
 

  
 
Keyword searches are automatically sorted by relevancy, which is noted by graded and highlighted boxes.  
Relevancy is determined by the following: 
 

·  Most relevant – the search terms appear in the MARC 245, subfield “a” (title proper) field 
·  Highly relevant – the search terms appear in the MARC 245, subfield “b” (subtitle) field 
·  Very relevant – the search terms appear in contents, series or subject fields 
·  Relevant – the search terms appear in the title proper and/or the subtitle 
·  Other – the search terms appear anywhere in the bib record 

 
To sort a results list, click on the link for relevance, date or title (example shown above). 
 
Spell check is available in both simple and advanced keyword searching.  Alternate spellings are offered 
as links on both the brief record results list screen (example shown above) and the search screen that 
displays when no records are found (example shown below). 
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Clicking on the “More” link gives the user a drop-down list of other possible words (example shown 
below). 
 

 
 
You have the option to ignore the alternate spellings, use the alternate spelling by clicking on the 
“Submit” button or to choose a word(s) from the drop-down menu before clicking on the “Submit” 
button. 
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From a brief records results list, you have the option to double click on either the title link or the “Find It” 
link to view the full bib record (example shown below).   
 

 
 
The full bib record screen defaults to displaying the “Copy Status” tab.  This tab lists the libraries that 
own the title, the call number and availability (e.g. shelf status).  The “Additional Links” tab lists the 
subject, alternate title and alternate author fields from the bib record.  The “Full Record” tab lists all the 
fields from the bib record along with the list of attached items in one display. 
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REQUESTS/HOLDS 
 
There are two types of requests, or holds, that can be placed on SWAN.  They are title-level requests and 
item-level requests.  Title-level requests are placed more often than item-level requests.  Item-level 
requests are placed when requesting multi-volume/multi-part works.  SWAN’s WebPAC knows which 
type of request can be placed when so users do not need to make this decision. 
 
 
Title-Level Requests 
 
To place a request click on the “Request” button on the full bib record screen (example shown below).   
 

 
 
While it is possible to place a request from the brief records results list, it is highly recommended that you 
check the availability of items via the full bib record screen before placing requests.  If there are no 
copies on shelf, and you do not want to wait for a copy to be returned, seek another source to supply the 
item. 
 
If your request is accepted, a confirmation screen (example shown below) will display.  Click on the 
“Back” button to return to the bib record.   
 

 
 
In the background, the computer will send your request to a potential supplying library.  All requests are 
also given a pickup point of your system headquarters, and given a cancellation date of one year from the 
date the request was placed.  Pickup points cannot be changed. 
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Item-Level Requests/Holds 
 
If the title you want to borrow has multiple volumes or parts, you will see the following screen after 
clicking on the “Request” button.   
 

 
 
To select a specific volume or part, click on the button in the “Mark” column to the left of the desired 
volume or part, then click on the “Request Selected Item” bar at the bottom of the screen (you may have 
to scroll down to see the bar).  As with title-level requests, the computer will send your request to a 
potential supplying library.  All item-level requests are also given a pickup point of your system 
headquarters and given a cancellation date of one year from the date the request was placed. 
 
If your request is accepted, a confirmation screen (example shown below) will display.  Click on the 
“Back” button to return to the bib record. 
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Multiple requests/holds 
 
At this time SWAN’s WebPAC does not allow you to: 
 

·  Place multiple requests for your library’s patron on the same bib; or 
·  Place a request on a bib that has an item already checked out to the patron. 

 
When multiple requests are not allowed the following screen will display: 
 

 
 
If you need to place multiple requests do the following: 
 

1. Send an email to softwaresupport@mls.lib.il.us requesting the placement of additional holds.   
2. The email must contain: 

- Title and author/editor (if there is one). 
- The “.b” number, ISBN/ISSN or other information that uniquely identifies the bib record on 

which you wish the hold to be placed.   
(To find the “.b” number click on the “Staff Display” button that appears on the full bib 
record screen.  In the staff display scroll down until you find the 907 field which contains the 
“.b” number.  Not every bib record has a 907 field.) 

- If requesting a multi-volume or multi-part title, include the specific volume, part or disc 
number. 

- The number of holds you want placed. 
- Your contact information including: your name, library name, the library’s patron barcode, 

phone number and, if you are from a school district, the school district name. 
 
It is recommended that a single staff member in each institution take responsibility for sending these 
emails. 
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Denied Requests 
 
The loan rules used by the item’s owner govern what is “holdable” and what is not.  Several messages 
will appear when requests are denied (examples shown below).  Among them are: 
 

·  “Non-Circulating” (item cannot be checked out to your library) 
·  “This type of material cannot be requested” (the item cannot be requested by your library) 
·  “No requestable items are available” (none of the attached items are holdable to your library) 

 

 
 

When you encounter any of the messages above, seek another source to supply your request or try 
again at a later date. 

 
·  “Request denied – already on hold or checked out to you” (if you need additional copies, see the 

“Multiple Requests/Holds” section on page 15). 
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You may also see the “There is a problem with your library record.  Please see a librarian” message 
(example shown below).   
 

 
 
In this case, check your library’s patron record for overdue items (see “Viewing checked out items on 
page 23) and/or outstanding bills (see “Viewing Fines and Bills” section on page 24).  Return overdue 
materials or pay for billed items to restore your ability to place requests.  If you need assistance in 
resolving problems, contact Metropolitan Library System’s Resource Sharing Department at 
metroill@mls.lib.il.us or 630-734-5160. 
 
A “recall” will also trigger the “There is a problem with your library record.  Please see a librarian” 
message and block your ability to place requests.  “Recalls” occur occasionally and are caused when an 
item-level hold is placed on an item that is overdue. 
 
 
Viewing Requests 
 
To view a list of unfilled requests (see example below), access or return to your library’s patron record 
then click on the “Requests (holds)” link. 
 

 
 
If you have not received a title and the hold does not appear in the “Requests” list, check the “Items 
currently checked out” list (see the “Viewing Checked Out Items” section on page 22).  When a request is 
filled by a SWAN library, the item is automatically checked out to your library’s patron record.  If a title 
you requested is not in the “Items currently checked out” list and not in the “Requests (holds)” list, the 
hold was canceled (see the “Canceling Requests” section on page 18).  When requests are canceled, seek 
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another source.  If you never receive an item that is checked out to your library, contact Metropolitan 
Library System’s Resource Sharing Department at metroill@mls.lib.il.us or 630-734-5160. 
 
 
Canceling Requests 
 
To cancel any of your requests, email or fax the following information to the attention of Metropolitan 
Library System’s Resource Sharing Department (metroill@mls.lib.il.us or fax #: 630-734-5050): 
 

- Your library’s patron barcode; 
- A note requesting that listed/marked requests be canceled; and 
- The title(s) that you want canceled 

 
A printout of the outstanding requests screen (shown on page 17), clearly indicating which hold(s) you 
want canceled, along with your library’s barcode, is acceptable. 
 
Requests are canceled automatically by SWAN when: 
 

·  There are no longer any copies available to fill your library’s request (all copies have been 
deleted or the remaining copies are not holdable and/or circulateable to your library). 

·  All potential lenders have declined to fill the request. 
·  The request is 365 days old. 

 
In these cases a hold cancellation notice should be generated and sent to your library. 
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RENEWING ITEMS 
 
To renew items, access or return to your library’s patron record and, if necessary, click on the “Items 
currently checked out” link.  The following screen displays. 
 

 
 
You can attempt to renew any item with a check box in the “Renew” column on the left side of the screen.  
Items without a check box cannot be renewed. 
 
There are two ways to renew items: 
 

1) Renew a single item, or selected items, check the box in the “Renew” column to the left of each 
title you want to renew then click on the “Renew Selected” button.  Make note of and notify your 
patron of the new due date. New due dates are 14 days from the date the renewal was requested.   

2) Renew all items by clicking on the “Renew All” button.  New due dates are 14 days from the date 
the renewal was requested. 

 



G:\common\share\WebPAC Pro instructs 7-07 20 9/6/07 

The following screen shows an example of a successful renewal. 
 

 
 
 
Denied Renewals 
 
You can attempt to renew any item with a check box in the “Renew” column on the left side of the screen.  
Items without a check box cannot be renewed.  The following screen shows examples of messages that 
appear when a renewal is denied.  
 

 
 
The “RENEW NOT ALLOWED” message indicates that the loan rules do not permit a renewal of the 
item.  The “TOO MANY RENEWALS” message indicates that item has been renewed the maximum 
number of times.  The “ON HOLD” message means that the item cannot be renewed because it is eligible 
to fill open holds.  When renewals are denied, ask your patron to return the item. 
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Renewals of overdue items may or may not be denied.  Items that have a “billed” status (item is 6 weeks 
or more overdue) cannot be renewed (example shown below).  You have the additional option in this case 
of contacting the lending library and asking them to permit, and to do, the renewal for you.   
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ADDITIONAL PATRON RECORD FEATURES 
 
When you access your library’s patron record, the patron record screen has the following links and 
buttons: 
 

Items currently checked out (see page 23) 
Requests (holds) (see page 17) 
Unpaid fines and bills (see page 24) 
Modify your PIN (see page 22) 
Modify e-mail (see page 25) 
Search catalog (see page 6) 
Preferred searches (see pages 24) 
Reading history (see page 26) 
My ratings (see page 27) 
Logout (see page 28) 

 

 
 
 
Modifying a PIN 
 
To modify your library’s PIN, access or return to your library’s patron record and click on the “Modify 
Your PIN” button.  A pop-up window prompts you to enter your current PIN and then to enter your new 
PIN twice.  When done click on the “Submit” button.  Click on the “x” in the far, upper right hand corner 
to abort.  Always treat PINs as passwords and never publicize or post them in a public area.   
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Forgotten/Lost PINs 
 
If you forget, or lose, your library’s current PIN, contact SWAN Software Support at Metropolitan 
Library System (softwaresupport@mls.lib.il.us or 630-734-5175) and ask that the existing PIN be deleted.  
You will need to supply your library’s name and barcode.  Once the PIN has been deleted, you can assign 
a new PIN (see “Assigning a PIN for the First Time” on page 5). 
 
 
Viewing Checked Out Items 
 
The display of your library’s patron record defaults to the list of checked out items, if there are any 
(example shown below).  You can also access this list from other patron information screens by clicking 
on the “Items currently checked out” link. 
 

 
 
This screen lists items that are in transit to your library or already in your possession.  If you never 
receive an item that is checked out to your library, contact Metropolitan Library System’s Resource 
Sharing Department at metroill@mls.lib.il.us or 630-734-5160. 
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Viewing Fines and Bills 
 
To view a list of fines and bills (example shown below) access or return to your library’s patron record 
and click on the “Unpaid fines and bills” link. 
 

 
 
Return or pay for any billed items as soon as possible.  If you need assistance in resolving problems 
contact Metropolitan Library System’s Resource Sharing Department at metroill@mls.lib.il.us or 630-
734-5160. 
 
 
Preferred Searches 
 
The Preferred Searches feature allows you to save up to 10 favorite or frequently used searches and re-
launch the search from the preferred searches list.  To save a search as a preferred search, access or return 
to your library’s patron record, click on the “Search Catalog” button and do a search.  On the results list 
page (example shown below), click on the “Save as preferred search” bar. 
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The screen will repaint as the computer saves the search.  If the “Save as preferred search” bar does not 
appear, you have saved the maximum of 10 searches and will need to delete a search(s) in order to save 
another. 
 
To view the list of preferred searches, access or return to your library’s patron record then click on the 
“Preferred Searches” button.  The following screen displays: 
 

 
 
You can re-launch any of the preferred searches by clicking on the “Search” link on the right side of the 
screen.   
 
To remove a search(s) from the list, click in the check box to the left of the search, in the “Mark to 
Remove” column, then click on the “Update List” button.  To remove all of the searches from the list, 
click on the “Clear All Searches” button (once this is done, the “Preferred Searches” button will no longer 
appear on the patron record screen). 
 
 
Modify Email 
 
Adding an email address to your library’s patron record on SWAN enables your library to receive 
courtesy, overdue and hold cancellation notices via email.  While it is possible to use an email address 
belonging to an individual staff member, it is suggested that the library establish an institutional or 
departmental email address that can be monitored by several people in the library.  If an individual staff 
member’s email is used, and that person is no longer employed by the library, someone must change or 
delete the email in your SHARE patron record on SWAN.  Likewise, should an institutional or 
departmental email address change, someone must change or delete the old email address in your SHARE 
patron record on SWAN.  It is highly recommended that you limit the number of staff members 
responsible for maintaining your library’s email address to one or two people.   
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To edit or change an existing email address for your library, access or return to your library’s patron 
record and click on the “Modify Email” button.  In the “Modify Patron Information” dialog box (example 
shown below) enter a new email address and click on the “Submit” button.  To delete the existing email 
address, without entering a new one, leave the dialog box empty and click on the “Submit” button.  A 
confirmation dialog box will appear after the email address has been edited. 
 

 
 
 
Reading History 
 
Reading history keeps track of all the items that have been checked out to your library’s patron record.  
This feature may be more useful to patrons than to a library.  To opt into reading history access or return 
to your library’s patron record, click on the “Reading History” button and then on the “Start History” 
button. 
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When active, the Reading History feature retains a record of every item checked out to the patron record 
(example shown below).   
 

 
 
You can view the full bib record for any title in the reading history list by clicking on the title link.  
Individual titles can be deleted from the list by clicking on the check box in the “Mark” column on the left 
side of the screen then on the “Delete Marked” button.  The entire list can be deleted by clicking on the 
“Delete All” button.   
 
To opt out of Reading History click on the “Stop & Delete History” button.  When this is done, all titles 
in this list will be deleted. 
 
 
My Ratings 
 
My Ratings is a feature that is more useful to individuals than to an institution and is therefore not 
recommended for use by SHARE users. 
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LOGOUT 
 
Always logout of your library’s patron record when you are finished using it.  This ends your session on 
SWAN.  To logout, click on the “Logout” link (in some instances you may need to click on the “Home” 
link).  The “You are logged into SWAN…” message will disappear. 
 
 


