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Making an Interlibrary Loan Request from a Library Database 
 
 

 Choose a database from the dropdown menu on the Library’s home page: 
http://gustavus.edu/academics/library/ 

 

 Search the database for articles of interest (see the help section in individual databases for 
assistance). 

 

 Once an article is identified, look for the Find It! button.  *If you do not see a Find it! button, look for 
a link to the full text in HTML or PDF format – and celebrate, because you don’t need the rest of this 
help sheet!* 

 

http://gustavus.edu/academics/library/
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 The SFX screen will display the citation information of the article and will indicate any electronic 
access or print issues the library has.  You will also see an Interlibrary Loan option.  Click the GO 
button to request the article. 

 
 
 Sign in at the MnPALS screen using your 14-digit Gustavus barcode (20110…) and your last name as 

the Password. 
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 Once you are signed in, the form will be populated with necessary citation information. 
o Fill in additional information about your request in the Source, Author of article or Note fields. 
o Verify the Not Needed After? date.  The default is 30 days; do not enter less than 14 days or 

your request will not be processed correctly. 
o Read the Warning Concerning Copyright Restrictions and check the box indicating so. 
o When all information is provided, click the Go button. 

 
 The ILL Request was registered screen will appear.  You can now track your request in your 

borrowing record and receive email notices regarding its status. 
 

Questions? Contact Sonja Timmerman at x7564 or stimmer2@gustavus.edu 
 


