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Interlibrary Loan Procedures
MnPALS Libraries’ Resources

If a book or other library material is found in the Other Libraries” and Collections search, you have the option

to request it by interlibrary loan. Follow the instructions outlined below:
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Click on the All MnPALS Libraries link. Your search screen will now say You are searching MnPALS Union
catalog. Type in a title, keyword, subject, etc. Press enter for a list of results.
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Click on the item number box for the book/item you wish to receive, then click on View selected.

Click on ILL Request.
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You will then need to log in to the system, using your 14-digit library barcode number, found on the back of
your photo ID card. (see library staff to get one). Your password is your last name.
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Your interlibrary loan request form will populate with your item information. Leave as is, unless you only need
pages from it, you can fill that in. The pickup location automatically comes up as Pine Technical College, and
the not needed after date should be left at +30 days.
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Read and check the box about copyright restrictions, then click go. Your item will then be processed by the
lending library.
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You will be notified by email when your item arrives. Your item can be picked up at the LRTC Service Desk in
3-5 business days. The paperwork that comes with the item will need to be returned with it, and note the due
date on your bookmark. Please return items on time. There is a $55.00 replacement fee for lost items.



MnLINK Gateway Resources

For interlibrary loan requests from the MnLink catalog, follow the steps above, substituting the MnLink search
box when choosing a library to search. Type in your search term and click Search
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Choose the item you want to borrow, and click on the Get it! icon.
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Again, log in using the barcode and last name:
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Another request form pops up, with the item information filled in, leave the pickup location as Managed by
MnPALS and not needed after date as is. Then click request.
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That’s it. Your item will be processed and sent to you for pick up at Pine Technical College.

For journal, magazine and newspaper articles, go to the Research Databases page on the College Library
Website. Type in your search terms, and be sure to check the Full Text box to see readily available results. If
this does not produce satisfactory articles for your research, try again without checking for full text only. If
you find an article which you can use, click on the Interlibrary Loan request button.



