FILE TRAIL REQUEST GUIDANCE
Occasionally, your search for a product using the search function in File Trail results in a “No matching Items” message.  The reason for this is that although the specific product may be in the Library, if we have not assigned a bar-code record to it, File Trail has no way of locating it.  Bar-code records are assigned as we receive newly processed products or pull older products in response to a request.  

In our attempt to fully utilize File Trail as the means of requesting products from the Library, we created “Generic product codes” for LOMA’s, LOMRs, Model’s and a catch all miscellaneous code.  Please begin using the appropriate generic codes whenever you receive a No Matching Item response rather than sending an email.  
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The first two letters RG are the abbreviation for Region, the next two digits represent the region number and the last letters represent the type of product.
Example;

LOMA Case file for region 01 is RG-01-LOMA 

LOMA Case file for region 05 is RG-05-LOMA

LOMR case file for region 07 is RG-07-LOMR

LOMR case file for region 10 is RG-10-LOMR

MODEL request for region 04 is RG-04-Model
MISC request for region 03 is RG-03-MISC

In the example below we set the current search criteria: to MT1 Case number search and entered the generic case number for a region 06 LOMA case file. 
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The result will display 
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Click on the Request button
Enter the desired LOMA case file number in the Instruction field as shown below. And submit the request. 
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If you have any questions or need support please feel free to contact;

Mark Kohn ext.  7493

Greg Williams ext. 5372

