
 

 
 
 
 
 
 
 
 

NATIONAL LIBRARY OF SOUTH AFRICA 
 

 
 
 
 
 
 

 
 
 

 

 

LIBRARY GUIDE 2024 - 2025 (1) 
  
  

 

Updating Contact Details on SAIS Online Database and WorldShare ILL 
and Tipasa 

  

 
 
 

 
To all members of the Southern African Inter-Lending Scheme (SAIS) 

 
 
 
 
 
 
 
 
 
 
 
 

 

                         

   



1 
 

Contents 

 

1. Introduction ...................................................................................................................................2 

2. Searching the SAIS Online Database ...........................................................................................2 

2.1. Search Using Standard Queries ...................................................................................................2 

2.2. Search Using Specific Fields ........................................................................................................3 

2.2.1. Company Name .........................................................................................................................3 

2.2.2. Library Code ..............................................................................................................................4 

3. Updating Your Library’s Contact Details on SAIS Online Database ..............................................5 

4. Updating Your Library’s contact details on WorldShare ILL and Tipasa ........................................7 

4.1. Searching on the OCLC Policies Directory ....................................................................................7 

4.2. WorldCat Registry .........................................................................................................................9 

4.3. Constant data profiles ................................................................................................................. 12 

5. References ................................................................................................................................. 13 

 

 

  



 
 

UPDATING CONTACT DETAILS ON SAIS ONLINE DATABASE AND WORLDSHARE ILL 

2 
 

1. Introduction 

Membership of the Southern African Interlending Scheme (SAIS) entitles an institution to request 

and supply library materials from other SAIS members. Contact details of institutions are an 

integral part of inter-lending transactions between libraries. 

All registered SAIS members have access to the SAIS Online database, which has the contact 

information of participating libraries, managed by the National Library of South Africa as the                      

co-ordinator of the Interlending Scheme. With your secure password available from the SAIS 

Administration Office, you can search and view the full data content of other SAIS members’ 

records, as well as edit your record in the database.  

 

It is important to update your library’s contact information regularly as it will: 

• Improve communication between participating libraries; 

• Ensure that parcels are delivered to the correct addresses; 

• Save time and resources when doing inter-lending transactions; and 

• Reduce the amount of undeliverable mail. 

 

The purpose of this Library Guide is to give guidelines on how to search and update contact details 

on the SAIS Online database and WorldShare ILL. 

 

2. Searching the SAIS Online Database 

To access the database, use the following link http://databases.nlsa.ac.za/dbtw-

wpd/textbase/SAISWEB/search.html  (Please bookmark this page). Enter the password that was 

communicated to your library by the SAIS Administration Office. SAIS Online profiles for each 

member library was activated on 21 August 2019, and the password was sent by e-mail. If you 

forgot your password, send an e-mail to: docdel@nlsa.ac.za for assistance.  

 

Conducting a search can be done in two ways, as follows:  

2.1. Search Using Standard Queries 

• This might be for an alphabetical or numerical list of member libraries, or a search for courier 

members in Pretoria and Johannesburg. 

http://databases.nlsa.ac.za/dbtw-wpd/textbase/SAISWEB/search.html
http://databases.nlsa.ac.za/dbtw-wpd/textbase/SAISWEB/search.html
mailto:docdel@nlsa.ac.za
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Figure 1: SAIS Online Home Screen. 

• If you click on one of the list searches, you will be prompted to re-enter your password. 

• On the result page, you will get a list of libraries in alphabetical or numerical order. 

 

Figure 2: Result Screen. 

• Click on the link in blue for the particular library that you are searching for. 

• Click on Back to search to return to the main menu. 

 

2.2. Search Using Specific Fields 

The best way to search for another library's details or to edit your own library's contact details is 

to search using specific fields i.e. Company Name and Library Code. 

2.2.1. Company Name 

• Type the name of the library that you are searching for: 
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Figure 3: Searching Company Name 

• Click on Submit Query. 

• On the result page, you will get the name of the library or a list of libraries if there is more than 

one branch. 

 

Figure 4: Result page for more than one branch. 

• Click on the link in blue for the particular library that you are searching for. 

• Use the Previous Record and Next Record to navigate between the listed libraries. 

• Click on Back to search to return to the main menu. 

Note: If you reset the query you will have to re-enter your password. 

2.2.2. Library Code 

• Type in the Library Code of the particular library that you are searching for. 
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Figure 5: Search for Library Code. 

 

• Click on Submit Query. 

• The short detail of the library will appear; click on the link in blue for more details. 

 

Figure 6: Result page 

• Click on Back to Search to return to the main menu. 

 

Note: If you reset the query you will have to re-enter your password. 

 

3. Updating Your Library’s Contact Details on SAIS Online Database 

Members must update the librarys’ contact details whenever they change.  

• Make sure to enter your password. 

• Search for your library’s code. 

• Click your library's link in blue to expand the record. 

• On the result page, click on Edit record. 
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Figure 7: Result page 

• Correct your details: 

 

Figure 8: Edit page 

o Click the blue linked field names to select from preferred options. 

o Green fields - no editing permitted e.g. Library Code. 

o If you would like to display two entries in the same field (i.e. two e-mail addresses), 

separate the entries with a vertical bar character |. 
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Figure 9: Edit page 

o Click on Submit record. 

o The next screen will display your updated contact details. Click on OK. Your record 

will then be confirmed by the SAIS Administration Office before implementation. 

o Click on Back to Search to return to the main menu. 

 

4. Updating Your Library’s Contact details on WorldShare ILL and Tipasa 

Libraries subscribed to WorldShare ILL and Tipasa should also update their library’s contact 

details on the WorldCat Registry via OCLC Service Configuration and their Constant data profiles. 

 

4.1. Searching on the OCLC Policies Directory 

Library contact details are also available in the OCLC Policies Directory. ILL clients can search 

for another library’s contact details in the Policies Directory at https://illpolicies.oclc.org/ or through 

the WorldShare ILL home page in the Quick Links section. The link to it is in the far right under, 

Other: 

 

Figure 10: WorldShare ILL home page 

• Click the OCLC Policies Directory link. 

• Type in the information you want to search by in the Search By, see figure 11. 

https://illpolicies.oclc.org/
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Figure 11: Search By drop down 

• You can search by OCLC symbol if it is known. 

• Otherwise, select Institution Name and enter the name of the institution. 

 

Also select the Country (South Africa) as the Group affiliation (Sabinet GAC) to limit your 

search to South African libraries which are all part of the Sabinet Group. Click on the green 

Search button to perform your search: 

 

 

 Figure 12: Search by drop-down 
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• Once the name of the library you are looking for comes up, click the Contacts tab to find the 

library's contact information.  

 

Figure 13: Contacts page 

• All contact details displayed in the Policies Directory are defined in the WorldCat Registry. To 

update your Library’s contact details, you need to edit your WorldCat Registry Profile. 

 

4.2. WorldCat Registry 

• To edit your WorldCat Registry Profile, sign in on OCLC Service Configuration accessible 

from WorldShare Interlibrary Loan or Tipasa Home page under, Other: 

https://registry.worldcat.org/registry/Institutions
https://registry.worldcat.org/registry/Institutions
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Figure 14: Home Screen 

 

Figure 15: Left panel 

• Open the WorldCat Registry left navigation and select Name and Location: 
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Figure 16: Left panel 

 

• Make the necessary changes. 

• When finished, click Save Changes or Reset to start over. Changes can take up to 24 hours 

to appear in the WorldCat Registry. 

• Detailed information on the data you need to enter for your library is available at 

https://help.oclc.org/WorldCat/WorldCat_registry/OCLC_Service_Configuration_WorldCat_r

egistry/040Name_and_Location  

 

The Help page can be accessed from Service Configuration by clicking the Help on this 

screen button on the right-hand side of the screen: 

 

Figure 17: Help page 

https://help.oclc.org/WorldCat/WorldCat_registry/OCLC_Service_Configuration_WorldCat_registry/040Name_and_Location
https://help.oclc.org/WorldCat/WorldCat_registry/OCLC_Service_Configuration_WorldCat_registry/040Name_and_Location
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The date the information was last updated is also displayed on this page. 

4.3. Constant Data Profiles 

• Ensure that your library’s contact details are correct in your various constant data records. 

• Update your contact and address information for new requests through the Constant Data in 

OCLC Service Configuration.  

• You can configure defaults for borrower requests through the Service Configuration > 

WorldShare ILL > Borrower Data tab and Lending requests through the Service 

Configuration > WorldShare ILL >  Lender Data tab.  

• The link to OCLC Service Configuration can be found on the WorldShare Interlibrary 

Loan / Tipasa Home page under, Other: 

 

Figure 18: Home page 

 

• Navigate to the WorldShare ILL link on the left and then select either Borrower Data or 

Lender Data to set up or edit your constant data records for borrowing and lending: 

 

Figure 19: Left panel 

• To edit an existing constant data record, select the relevant constant data record from the 

https://help.oclc.org/Resource_Sharing/WorldShare_Interlibrary_Loan/OCLC_Service_Configuration/020Borrower_Data
https://help.oclc.org/Resource_Sharing/WorldShare_Interlibrary_Loan/OCLC_Service_Configuration/030Lender_Data
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dropdown menu at the top: 

 

Figure 20: Edit page for Borrower Constant data 

• Make the necessary changes and click Save at the bottom of the page to save your changes. 

• You can also use an existing constant data record to create a new constant data record by 

making the required changes and then clicking on Save As New. 

• Detailed information on creating and updating constant data records is available on these two 

links: 

https://help.oclc.org/Resource_Sharing/WorldShare_Interlibrary_Loan/OCLC_Service_Config

uration/020Borrower_Data 

OR 

https://help.oclc.org/Resource_Sharing/WorldShare_Interlibrary_Loan/OCLC_Service_Config

uration/030Lender_Data  
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If you have any questions or require additional information, please contact the SAIS 

Administration Office at (012) 401 9728/29/30/79 or e-mail docdel@nlsa.ac.za. 
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