
How to Make an Interlibrary Loan Request from the MnPALS Catalog 
 
1. Access the Gustavus MnPALS Catalog: Click on the “Books and More” link on the library’s home page. 
 

 
Figure 1 
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2. Click on the “MnPALS basic search” link on the “Books & More” page. 
 

 
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. 

  

 
Figure 3 

 



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.” 

 

 
 

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. 

2 - ajh 

 

 
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. 
 

 
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 
 

 
Figure 7 

 



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. 

 

 
Figure 8 
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6. 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. 
 

 
Figure 9 

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

session. 
 

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”. 

 

 
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. 
 

 
Figure 11 



 
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.” 

 
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.” 

 

 
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. 
 

 
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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