Phone Page Web Based Document Delivery
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This tutorial will introduce you to the Phone Page web-based document
delivery system. Click on the top button to continue with the full tutorial
or any of the other buttons to view portions of the tutorial.

What Phone Page Does

Retrieves items from UM libraries
Retrieves items from online databases
Photocopies and scans items

Delivers items to faculty offices or the
web
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The Phone Page Document Delivery service retrieves and delivers
books, articles, legal materials and other publications from the 29
libraries on the UM campus, from online resources and through
Interlibrary Loan.

Web Based Phone Page
allows you to:

Order your items online or any other
format

Retrieve your items online - from
anywhere!

Save documents to your desktop
Track requests
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All items may be requested online , by email, phone or campus mail.
Electronic documents are delivered to the web and print documents are
delivered to your office. All requests may be tracked, and electronic
documents retrieved, from your phone page web page.

Navigating the Tutorial

2 Phone Page Document Delivery
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The buttons on the Table of Contents page allow you to jump to specific
places in the tutorial, open the Phone Page webpage or open your
email program to email the Faculty Services Librarian, Jocelyn
Kennedy. The navigation buttons at the bottom of the page allow you
to return to the beginning with its Table of Contents, pause, and step
forward and backward through the tutorial.

Who can use Phone Page?

* Regular/Clinical Faculty
* Deans and Administrators

* Visiting and Adjunct faculty
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If you are a regular or clinical University of Michigan Law School faculty
member, a Dean or an administrator of the Law School, you are eligible
for the service. Visiting and adjunct law faculty are eligible for the
service during the semesters they are teaching in the Law School.

Annguncements
Coming Soon! Web based Document Delivery. Watch
this space for more information.

For a complete description of the Library's Faculty
Services, browse this website using the links on the

ket or view our Faculty Services Brochure. .

Resources for Law Faculty

«  Electronic Resource:

«  E-Journals List

Other Cata

+  Faculty Services Brochure? . &

+  Phone Page Document Delivery Login 'L Questions. - K
tos o ed =

+  Rescarch: (L Jocelyn Kennedy (jooeie
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To log in to the system, visit the Law Faculty page on the library’s
website. Click on the Phone Page Document Delivery Login link to
enter the system.
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Click on i icon for more information about the Phone Page Service.
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Phone Page Document Delivery

“Phané Pages” retrieve and deliver books, arckes, pamary
legsl materisis and other publcations from the 29 Mbranes
an the UM campus, from online resources and through
pervised by Jocehn
rian, and is staffed by

with Law degress. The service & avallsble Monday through
Friday between 9 am and 5 pm,

METHOD OF DELIVERY

‘We deliver items to your Phone Page Web Page wheneyver

possible. If a document i only avalable in paper, we delver
it to your office char. We will always accomodate your
preference. Don't want a digeal fie? Just let us know and
we wil print the item for you. Don't want print? We can
Scan most items and delvery them to your Phone Page web
page.

Who is Eligible for Service?
1If you are a regular or chnical University of Mchigan

Make a Reg|
On the Phone Pl
web page:

hittp: furnichiany

By emal:
phanepagegun]

By Phone: (734
764-0359

By Campus Mad

Questions? ©
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All of your navigation tools are located on the left side of the screen.
When you log in, your Outstanding requests will always display in the
center of the screen. We will explore all of the areas of the left menu in

turn.
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Phone Page Document Delivery

“Phané Pages” retrieve and deliver books, arckes, pamary
legsl materisis and other publcations from the 29 Mbranes
on the UM campus, from online resources and through
Interibrary L pervised by Jocehn
Kennedy, the rian, and is staffed by
law studer
with law degrees. The service i avalsble Monday through
Friday between 9 am and 5 pm,

METHOD OF DELIVERY

possile, If a document i only avadabie in paper, we delver
It 1o your office char, We will shways accomodate your
preference. Don't want a digeal file? Just let us know and
we will print the item for you. Don't want print? We can
scan most items and delvery them to your Phane Page web
page.

Who is Eligible for Service?
1If you are a regular or chnical University of Mchigan

‘We deliver items to your Phone Page Web Page wheneyver

Make a Reg|
On the Phone Pl
web page:

hittp: furnichiany

By emal:
phanepagegun]

By Phone: (734
764-0359

By Campus Mad

Questions? ©
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The Phone Page services are described on this page, along with
important contact information and another link to your phone page web

page login.

Phone Page - Document Delivery

Phone Page Logon
TR S =
T

Far fartsar inéoamation on FRane Page servoes. Hease sae ha Fians Page FAQS
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Enter your UM unigname as your username, and your UM ID number

as your password, and click Logon.
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Let's start with making requests. You may use our online system to
initiate requests using any of the forms under “New Requests”.
Remember, you may request items by email, campus mail or by phone.
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281 Phone Page-Document Delivery "
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Submitting new Requests
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Slide 19

—
Sl o
L P

281 Phone Page-Document Delivery

Slide 21

To refresh your page, click on the Main Menu link. Using your browser's
refresh button adds duplicate requests to the outstanding requests box.

Seamch youn tmamsactions:

i3l Phone Page - Document Delivery

L

Free Text Request
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The Free Text box allows you to cut and paste (or free type) citations

into the system.

1SEE8Y Phone Page-Document Delivery
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Once you submit a request, you are redirected back to the Main Menu,
where your new request will be listed at the bottom of the outstanding
Requests box. Each citation receives a transaction number, so you can

track your requests by citation.

34 Phone Page-Document Delivery

Soanch you wamactions:
]

2

e Blarts

Slide 22

If you want to cancel or edit a request, you may do so at anytime before
the request is completed by the Phone Page. Simply click on the
Transaction Number of the request you wish to edit or cancel.
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Clicking Edit Request will allow you to alter and resubmit your request.
Clicking Cancel Request will quickly remove the request from your

Outstanding Requests listing.

w
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At the end of an edit or cancellation, you will be returned again to the
Main Menu, where your changes will be reflected in the Outstanding

Requests table.

Seamch youn tmamsactions:

18 Phone Page - Document Delivery ="«

Joumal Article Request
Enter infaimatin below and peess e Submat infmasan busan o send

Describe the item you want

= Alsotn Phrone Page

Article Taie
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The other options under New Request provide a web-form for entering

citation information. Provide as much information as you can.

Describea the item you want

Armcle Tris

Iustte Bhandost o T bgricton
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Click Submit Request to finish.
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Describea the item you want
Slide 33
Special instructions or non-citation information may be included in the
Notes
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Viewing your requests. A record of your requests are at your fingertips. The title and other citation information is viewable on the screen. You
Clicking on Outstanding Requests OR “Main Menu” allows you to see also see a status box. This lets you track the progress of your request.
requests that are in process. If the status box says “awaiting response from faculty member” it

means we sent you an email seeking more information. We cannot
finish the request until we hear back from you.

Slide 37 Slide 38
To view or download your electronic documents, click on the The box in the center of the screen contains your electronically
“Electronically Received Articles” link on the left menu. delivered documents. Click on the “View” button to open a document in

another screen. At that point you may print or save your document to
your computer. An expiration date is provided for each document. Your
documents will remain on the webpage for 120 days from date of
delivery. When you are finished with a document, you may delete it
from your list by clicking Delete.
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You may view your cancelled requests at any time by clicking Open up a cancelled transaction to see information about the request.
“Cancelled Requests” in the Left menu.
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Clicking on the “Resubmit Request” button allows you to reinstitute your
request.
81 Phone Page-Document Delivery =t
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Your request is now in the Outstanding Requests box.

il Phone Page-Document Delivery
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and allows you to see when the request was filled.
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This opens your request in the Edit Request screen. At this time you
may edit your original request or leave it. Scroll to the bottom of the

request screen and click on “Submit Request”.

34 Phone Page-Document Delivery
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Clicking on “Completed Requests” on the left menu allows you to view

all of the requests filled for you by the Phone Page

Saimch youn Iramsactions:

i Phone Page-Document Delivery ..

= Aboun Phone Pags
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Clicking on “All Requests” allows you to see all of your requests,

regardless of status.
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Clicking on Natifications allows you to view all of the emails sent to you Clicking on Change User Information allows you to change the email
by the Phone Page. address where you receive Phone Page Notifications.
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You may also change your preference from Electronic Delivery to More information about using this website is available on the FAQs
Paper delivery here. Finally, you may change your office address. If page.

you make changes to your user information, remember to click on
“Submit Information” at the bottom of the screen!
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Click on the blue linked questions to jump to specific answers on the The Tutorial link on the Main Page
page. This page opens in a separate window, so just close the window
to return to the Phone Page webpage.
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» Logaft
Jesekenndunich.edu

/ To submit a request:

+email phonepage h.edu, Status
* use our online request forms, |
- call the Phone Page at 4-0359

= sand a list via Law Schooel mail.

' Main Menu
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leads to a short four-page tutorial, which can be navigated by the
arrows on the sides. Again, this opens in a new window, so just close
the window to return to the Phone Page website.

atch o B s actions:
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ABOUT PHOHE PAGE
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If you have any questions or need additional information about use of
the Web based Phone Page Document Delivery System,

Contact Phone Page
by email or phone

7134-764-0359

*» Renewals

* Problems

* Questions
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Or contact the Phone Page service directly.

Search youn Wamsactios:
& e
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shict B0 About Phone Page iri
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To ask questions or for
additional information, contact
Jocelyn Kennedy,
Faculty Services Librarian,

at
or 647-1746

please contact Jocelyn Kennedy, Faculty Services Librarian.
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Let’s Get Started
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