HOW T0O:

ADD BILLING
INFORMATION TO YOUR
ILL EXPRESS ACCOUNT.



When logging into ILL Express (https://illiad.ohsu.edu/illiad/ill/logon.shtml) users can change their billing
information by clicking on ‘Tools’ and then ‘change billing accounts’:

o Active Requests ® All Requests

OHSU Library - ILL Express s
I

* Logoff Choose an option from the Main Menu. Subscribe to Alerts Feed
* Main Menu
crange or s e
* New Request
o q - TreTErcET Type Title Author Status Please note: As of September 1,
4 Article or Chapter . : .
% Book ° 247509 Bock Request Sent 2010, Science & Engineering

Library users should login in as
OHSU users. If you have questions
about fees, consult the library ILL

* View
+ QOutstanding Requests

+ Electronically Received page:

Articles https:/filliad.ohsu.edufilliad/ill/policy.shtml
+ Wiew/Renew Checked or contact us.

Out ltems

+ Cancelled Requests
+ Request History

+ All Requests

+ Motifications

* Tools

+ Change User
Infarmation

+ Change Billing
Accounts

+ Change Password

* Help
+ Policy/Fees
+ FAQSs
+ Security Concerns
+ Contact Us
+ About ILL Express

There are three ways to pay for ILL and Document Delivery services:



1. The first billing method allows users to enter departmentally issued alias and FAID information:

o Active Requests Y All Requests

U Library - ILL Express =
I I

Account Number Type Description Valid Delete

Mo Accounts

Add Account * Indicates required field

Edit your Account Information below.

Click here for more information about alias and FAID

*Deparlmental Alias or Credit Card Number

We cannot accept departmentally issued P-Cards
*Accuunt Type OHSU Account v

*
Account FAID Or CVC/CID
FAID Required for OHSU Account. What i= FAID?

CWC/CID Required for Credit Card

Expiration Date

Name on Card

Add Account



Aliases have 8 digits and FAIDs are alphanumeric, consisting of 4 letters and 4 numbers:

o Active Requests @ All Requests

U Library - ILL Express
| |

Account Humber Type Description Valid Delete

Mo Accounts

Add Account * Indicates required field

Edit your Account Information below.

Click here for more information about alias and FAID

*Departmental Alias or Credit Card Number 98447643

We cannot accept departmentally issued P-Cards
*Account Type OHSU Account Ill
*Account FAID Or CVCICID UROL1111

FAID Required for OHSU Account. What iz FAID?
CWC/CID Required for Credit Card

Expiration Date

Name on Card

Add Account



Once the ‘add account’ button is clicked, the entered billing information appears in the
‘current accounts’ table at the top of the screen:

o Active Requests @ All Requests

U Library - ILL Express e
I I

Current Accounts

Account Humber Type Description Valid Delete
BE447843 OHSU Account UROL1111 es Delete
Add Account * Indicates required field

Account added.

Click here for more information about alias and FAID

*Departmental Alias or Credit Card Number

We cannot accept departmentally issued P-Cards
% :
Account Type [

*
Account FAID Or CVC/CID
FAID Required for OHSU Account. What is FAID?

CVCICID Required for Credit Card

Expiration Date

Name on Card

Add Account



2. The second billing method is for student use only. When a student chooses the ‘monthly billing’
option, accrued charges are added directly to their student ISIS account each month:

DHSU Library - ILL Express
| |

Jests
ceived

cked

sts

Account Number Type De=scription Valid Delete

Mo Accounts

Add Monthly Billing Option

Click the button below if you'd like us to bill you monthly and if it is not already listed in "Current Accounts” table above yet.

Please note that the monthly billing option is for students with an OHSU student ID (Uxcococook) only. Students who do not wish to pay using the manthly billing
option may use a personal credit card or an OHSU departmental alias and FAID.

Click here for more information on monthly student billing.

Add Monthly Bill

Add Account * Indicates required field

Edit your Account Information below.

Click here for more information about alias and FAID

*Depanmental Alias or Credit Card Number

We cannot accept departmentally issued P-Cards
& .
Account Type Ihd

*
Account FAID Or CVC/CID
FAID Required for OHSU Account. What is FAID?
CWCI/CID Required for Credit Card

Expiration Date

Name on Card

Add Account



If the ‘add monthly bill’ button is chosen, the ‘monthly bill’ option appears in the ‘current accounts’
table at the top of the screen:

OHSU Library - ILL Express I
I I

[+ Active Requests &> All Requests

Current Accounts

Account Number Type Description Valid Delete

Manthly Bill Manthly Bill MNA Yes Delete

Add Monthly Billing Option

Click the button below if you'd like us to bill you monthly and if it is not already listed in "Current Accounts” table above yet.

Please note that the monthly billing option is for students with an OHSU student ID (Useocoeeo:) only. Students who do not wish to pay using the monthly billing
option may use a personal credit card or an OHSLU departmental alias and FAID.

cked Click here for more information on monthly student billing.

Add Monthly Bill

uests
ceived

sts



3. The third way to pay for ILL and Document Delivery service is with a personal credit card
(departmental P-cards are not accepted). The credit card number, expiration date,
CVC (3-digit code on the back of the card) and the full name of the card holder is
required information:

[+ Active Requests &> All Requests

SU Library - ILL Express =
I I

Account Number Type Description Valid Delete

Mo Accounts

Add Account * Indicates required field

Edit your Account Information below.

Click here for more information about alias and FAID

*Departmental Alias or Credit Card Number 1212 3434 5656 7878

We cannot accept departmentally issued P-Cards
*Account Type VISA/MasterCard v
*Account FAID Or CVC/CID 123

FAID Required for OHSU Account. What iz FAID?
CWCICID Required for Credit Card

Expiration Date 815

Name on Card Joe Bear

Add Account



Once credit card information is added, the number appears in the ‘current accounts’ table at
the top of the screen:

'+ ] Active Requests ® All Requests:

U Library - ILL Express T
I I

Current Accounts

Account Humber Type Description Valid Delete
1212 3434 56568 T87TE VISAMNMasterCand 123 as Delete
Add Account * Indicates required field

Account added.

Click here for more information about alias and FAID

*Deparlmental Alias or Credit Card Number

We cannot accept departmentally issued P-Cards
% .
Account Type [

*
Account FAID Or CVC/CID
FAID Reguired for OHSU Account. What is FAID?
CWC/CID Reguired for Credit Card

Expiration Date

Name on Card

Add Account



The ILL Express billing system allows users to enter multiple billing accounts:

U Library - ILL Express =
I I

0 Active Requests @ All Requesty

Current Accounts

Account Number Type Description Valid Delete
1212 3434 5858 7878 VISA/MasterCard 123 es Delete
12345878 OHSU Account HOPE1111 Yes Delete
15522988 OHSU Account OGNB5839 Yes Delete
% . .
Add Account Indicates required field

Account added.

Click here for more information about alias and FAID

*Departmental Alias or Credit Card Number

We cannot accept departmentally issued P-Cards
% =
Account Type Il

*
Account FAID Or CVC/CID
FAID Required for OHSU Account. What iz FAID?
CWCICID Required for Credit Card

Expiration Date

Name on Card

Add Account



Each time a request is made, users can choose the specific billing account to charge:

Article Author

Include initialz, if known

*Article Title

Where did you find this item cited?

Examples are Diz=sertation Abstracts, Dialeg (specify which databaze), or a specific journal or book.

*
Wanted By Date
(MR/DDA™YY) if 3 days or less, an additional $10.00 for rugh service applies

Which level of service would you like, Regular or RUSH?

Rush iz an additional $10.00

* P ' errE
Maximum cost that you're willing to pay. See fees

*Ifwe own the requested item in the OHSU library, would you like us to provide an electronic copy

via our fee-based document delivery service?

Will you accept the item in a language other than English?

If yes, specify acceptable languages in the notes field.
Shipping Option
Billing Account Number you wish to use

Notes

Put any information here that may help us find the item, as well as any other pertinent information.

Meyer

Do antidepressants really act as...
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