Point-To-Point Statistics Download Directions

1
.Go to www.cves.org/sls
2. 
Scroll down to subheading Forms

3. 
Click on ILL Materials Borrowed 

4. 
Once you click on the form save it. Go to the upper left hand corner of your computer screen, click on FILE, scroll down and choose SAVE AS. Give you file a name and choose the location you would like to save it to. You now have a file saved that you can access each month for your statistics. You should be able to type your information in each block.  If you ever need to obtain the form again simply visit the website and repeat the above steps.

5.
Click on ILL Materials Loaned. Repeat Step 4

6.
Enter your monthly statistics data

7.
Save your file

8.
Open your computer’s email program. Send an email to slefebvre@cves.org with your forms as attachments.



To send attachments in Microsoft Outlook:




Click on the icon shaped as a paperclip. A menu will pop up prompting you to choose the files you’d like to attach. If you do not see your file listed, verify that your computer is searching in the correct location by viewing the location listed next to LOOK IN. Click on the the file you wish to attach and click INSERT. You have now attached the file. Repeat the process to attach the second file. 


If you are using a different email program and are unsure of how to attach a document please visit your email program’s HELP file for assistance. 

If you have difficulties please call 518-561-0100 ext 362.

