How to Make an Interlibrary Loan Request from the MNnPALS Catalog

1. Access the Gustavus MNPALS Catalog: Click on the “Books and More” link on the library’s home page.
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igure 1

2. Click on the “MnPALS basic search” link on the “Books & More” page.

Books & More

The libratry's catalog. Search other MnPATS libranes

Figure 2

When you enter the Gustavus MnPALS Catalog, you’ll see the message “You are searching: All GAC
Libraries” in the upper left corner of the screen.
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Figure 3
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3. Set your search to all MnPALS libraries: Go to the “Libraries and Collections” drop-down in the top left
corner of the screen and select “All MnPALS Libraries.”
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Figure 4

Now that you’ve selected all MnPALS libraries, the message “You are searching: MnPALS Union
Catalog” will appear in the upper left corner of the screen.
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Figure 5

4. Perform a search: Enter your search term(s) and click on “Go.” Search types include anywhere in the
record, title keyword, author keyword, subject keyword, and others.

You are searching: MnPALS Union Catalog

Select search type: Search for:
Anywhere in Flecord v | distance leaming] G
Figure 6

5. Select a record to view: If you’re interested in one of the items on the “Results” list, click on the title of the
work to display the full view of the record
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Now the full view of the record will be displayed. Make sure Gustavus is not listed in the “Location”

field as a library that owns this item.

Record 1 out of 1156

@ Crown [:ull@

Porailability Al items
Suthor @Huston, Carol Jorgensen.

Title @ Professional issues in nursing : challenges & opportunities / Carol J. Huston.

Figure 8

Initiate your ILL request: If Gustavus is not listed a one of the owning libraries, begin your Interlibrary

Loan request by clicking on “ILL request” in the gold bar towards the top of the screen.

MnPALS Union Catalog
|

Figure 9

session.

D

Log on: Identify yourself as follows. You’ll only have to identify yourself once during this MnPALS

1) User ID/Barcode: enter the 14-digit barcode (20110....) from your Gustavus ID.
2) Verification: enter your last name (lower case). (In some cases, you may need to enter only the

first 8 letters of your last name.)

3) Library Branch: select “Gustavus Adolphus College Library.”

4) Click on “Log On”.

User ID/ Barcode: |201710000000000

AohoAohohododoh:

Verification:

Please identify yourself:

Libhrary Branch: : Gustanus Adolphus College Library

Log On ] Guest ]

Figure 10

8. Click on “ILL request”: Once you log on, the system will return you to the full view for the item you wish

to request. Click on “ILL request” again.

MnPALS Union Catalog
| |

Figure 11
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The “ILL Request” form now displays, and the bibliographic information (title, author, etc.) on the item
you’ve requested is automatically filled in.

9. Complete the “ILL Request” form.
A. Books, videos, DVDs and other non-journal materials. Enter the following:

1) Volume: To request a specific volume, enter it here.

2) Author of part: To request a particular chapter of a book, enter the chapter author name here.

3) Title of part: To request a particular chapter of a book, enter the chapter title here.

4) Pages to photocopy: To request a copy of specific pages of a book, enter the page numbers here.

5) Free text note: Enter any special information for the ILL staff here.

6) Pickup/delivery location: Leave as “GAC Main Library.”

7) Until what date are you interested in the material? Click on the calendar icon and select a date.
You may have to select a later date if the first date you enter is rejected as too soon.

8) Preferred Media: leave as “Printed (loan).”

9) “I have read the above statement and agree to abide by its restrictions”: Check the box to indicate
that you agree to the Copyright statement.

10) Click on “Go.”

) http:#illmnpals.net - Gustavus Adolphus College ILL Unit - Outgping ILL Request - Mozilla Firefox

Bibliography information.

1D/ Barcode: GACODO0O01000
Title Professional issues in ing : chall % opp- ities /
Author Huston, Carol Jorgensen.

15BN 0781748755 (alk. pap

ocCLC ocm605343200

Publisher Lippincott Williams & Wilkins,

Year c2006.

If you provide information about article, the loaning agency will be able to provide a photocopy.

Author of part | ‘ (Last name, first name)

Title of part | ‘

Free text note

(only text typed within the borders will be retained)
Delivery Information

Pickup /delivery location GALC Main Librany »

Until what date are you

e W[ |

material?

Preferred Media Prirted (loan) hd

Motice: Warning Concerning Copyright Restrictions
[You must read and acknovdedge the following statement before submitting your request.]

The Copyright |=w of the United States [Title 17, U.S. Code ) gowerns the making of photocopies or other reproductions of copyrighted material. Under certain conditions specified in
the |z, libraries and archives are suthorized to furnish @ photocopy or other reprodoction. One of these specified conditions i= that the photocopy or other reproduction is not to be
"used for any purpose other than private study, scholarship, or research." f a user makes a request for or |ater uses a photo copy or reproduction for purposes in excess of “fair
Lse", that user may be lisble for copyright infringemert. This institution reserves the right to refuse to accept 3 copying order i, inits judgmert, fulfillment of the order would invalwve
viclation of the copyright lawr.

I have read the above statement and agree to abide by its restrictions. * [ -

Done

—
4 start 7Y |3l request_ins . [ O mneaLs S . ¥ httpy/fil.mnpals.net -... &) 145 P
>

Figure 12
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B. Journal articles. Enter the following information, if known.

1) Journal year

2) Month

3) Day

4) Journal volume

5) Journal issue

6) Author of article

7) Title of article

8) Pages to photocopy

9) Free text note: Enter any special information for the ILL staff here.

10) Pickup/delivery location: Leave as “GAC Main Library.”

11) Until what date are you interested in the material? Click on the calendar icon and select a
date. You may have to select a later date if the first date you enter is rejected as too soon.

12) Preferred Media: select “Copy (electronic).”

13) “I have read the above statement and agree to abide by its restrictions”: Check the box to
indicate that you agree to the Copyright statement.

14) Click on “Go.”

£ http:/fill. mnpals.net - Gustavus Adolphus College ILL Unit - Outgoing ILL Request - Mozilla Firefox

® e
Gustanus Ad

Unit: nit

Fill in as much infs ion as possible. (*Mandatory fields)

ID/Barcode: GAC000001009
Tide Journal of African history.

Author

ISSN 0021-8537

ocLC 0382435

Publisher Cambridge Univarsity Press.

Journal volume

=[] r=
T

Joumal issue

If you provide information about article, the loaning agency will be able to provide a photocopy.

Author of article |P0rter, Andrew ‘ (Last name, first name)
Title of article [The South African ‘War (1835-1902): Context ¢
Pages to photocopy 43-57

Free text note

(only text typed within the borders will be retained) =
Delivery Information

Pickup fdelivery location GAC Main Librarny
Until what date are you

interested in the « [n4/0a/2006| TE

material?

Preferred Media

FPhotocopy (copy)
Mac readable (copy)
Machine readable (loan)
Done Copy (electranic

nnnnn g Cancerning Copyright Restrictions
brededge the foll owing state ment before submitting your request.] hd

> | G 1l_request_... | ©IMrPALS Unio... | %3 Jourmallocat.. | €9 httpefjgaclib... | 3 15TOR: Jour... €D it ffilmnp... @) 1:32PM

Figure 13

The “ILL Request Confirmation” screen will appear.
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10. Finalize your ILL request. Click on “OK” to finalize your request.

ILL Bequest [nfarmation

Emermsat MH Meoncqgraph
Tinle Professional izsues m rursing - challanges and opoortunitess |
fuithipr of Part O, Les &nn
itk of Part Tacyr, SuEan Rawson,
fauthor of Part Levmie, Marvim 1.,1230-
L Mumber 0113444
~EMN ormied L0
“EM G215033
ISR 0513875197 dpbk. )
[iapring Glen Ridiga, M., T. Horton, cl2EG.
Pickup Location GAIC
Update Date 2LogaE0z
Hoegues] Slatus REW
Regiested Madis L-PRINTEL
Level of Servige <
Rrag. Send Method 5
mepd Before Date Z0000-10
Heguester Libirary EACT
Reguasier Cimail ahulealamgac edu
C o T camen [ ]

Figure 14

11. Retrieve your ILL request.

A. Loans (books, videos, etc.) and photocopies (articles). When a loan or photocopy arrives, you will be
notified by e-mail. You may pick up items at the Circulation Desk.

B. Electronic delivery of articles. Most articles will be delivered electronically. You will receive an e-

mail message containing a URL at which you can retrieve them online.

Questions? Contact Kathie Martin at kmartin@gustavus.edu
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