
Searching for and requesting ILL items 
 

Basic Search 
 

After you have logged in, click on the search bar and begin typing. In this example, we will look for the first Harry Potter 

book. You can type in all or part of the title or item you are looking for. Then, either press the “Enter” key on your 

keyboard or click the magnifying glass icon. 

 

Changing Search Parameters 
If you wish to search for an author or subject, you will need to change the search parameters. To do this, click on the box 

with the check mark to the left of the search bar and select a new parameter from the list. 

 

 

Now Searching… 
After you have submitted your search term, the library will start a system-wide search for your item. For the best results, 

please wait until the “Searching…” box is completely blue or at 100%. This will indicate that the search has been 

completed. 



 

 

Previewing Your Results 
After the search has completed and your results are available, it’s time to start sorting through them. If you have trouble 

finding a particular item, you can use the “Filter Your Results” option located on the left side of the screen. From here, 

you can filter your results by Subject, Author, Libraries, Date, Publisher, Title, and Format. Just click the word to get a 

more specific list of available items. 

 

 



Choosing a Format 
You can select the specific format type from the list on the left hand side of the screen or you can scroll through the 

results list and check the icon under the item image. The icons below the item image will indicate the type of format for 

that specific item record. 

 

 

 

 

Item Location Information 
You will see a list of libraries with available copies in each item record listing. For best results, we recommend choosing 

the one with the most copies attached to it, to increase your chances of receiving the item quickly. 

 

 



Requesting the Item 
Now that you are ready to request the item, click the “Request This Item” button to begin the final step. 

 

 

Request Form 
Review this information to be sure all items in red are filled out and click the “Submit” button to complete your request. 

Once submitted, if you have given your email address, you will automatically be sent an email when your request 

arrives. Please be sure to return all ILL items in a timely manner. In order to borrow items for our patrons through this 

service, Hays Public Library must remain in good standing with other lending libraries by honoring their rules and due 

dates. 
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