BOOK INTERLIBRARY LOAN REQUESTS

Note: If you need a book that is not available at the Carlson Library, you can
often get it faster if you use URSA rather than Interlibrary Loan. See the
handout on URSA or speak to a reference librarian for one-on-one assistance
in using URSA. If the item you need is not available through URSA, then
submit a Book Interlibrary Loan request as follows.

Interlibrary loan is a free service that allows you to obtain materials not available
locally in the library’s collection. Through this service, we can provide you with
books and copies of journal/magazine/periodical articles from other libraries that own
the needed items.

To place an interlibrary loan request for a book:

1. Point your browser to www.clarion.edu/library
You will see this screen:
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2. CIicn Online Interlibrary Loan Requests. You will see this screen:
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Send your comments to WTrimble@clarion.edu.



3. Click on Book Interlibrary Loan Request. You will see this screen:
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Application) to generate electronic ILL requests directly to other libraries. URSA
matetials can only be picked up atthe Carlson and Suhr Libraries Login to
URSA using your social security number as your patron ID.

If you cannot find what you are looking for on URSA, askthe ILL Department to
helpyou find it by completing an ILL BOOK REQUEST FORM.

Send your comments to WTrimble @clarion.edu.

4. Click on ILL Book Request Form. You will see the following screen
prompting you for a Library ID Number. Your library ID number was set
up for you when you became a student at Clarion. It is the first four letters
of your last name followed by the last four digits of your social security
number with no dashes or spaces. (Example: smit7564) (If your last
name is shorter than four letters, just use your entire last name and the
last four digits of your social security number as your Library ID Number.)
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5. After entering your Library ID number on the screen above, click the
“submit button. You will see this screen:
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6. Fillin this form, completing every field that is in red print, and omitting all
punctuation. Click the submit button when you are finished. The library
will contact you when the item has arrived. It may be picked up at the
Circulation Desk on Level 1 in Carlson Library. You will need to return the
item to the Circulation Desk by the specified due date.



Interlibrary loan requests generally take between 1% and 2 weeks tofill. Itis to
your benefit to start your research well in advance so you can benefit from this

valuable service.

To inquire about the status of your interlibrary loan requests, call 814-393-2481.
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