
Tutorial: How to Use   
Interlibrary Loan (ILLO)
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How to make an ILLO Request
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Do a Search 
•  Visit the ILLO website here. 

•  Search for the item using the title, author’s name, or a combination of both.

http://ols.relaisd2d.com/?LS=CNOAK&PI=CNOAK
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Search Results 

Submit your request 
using the link at the end 
of the description.

Click on an item to display the catalogue details. You can use the left side bar to 
narrow your search results by year, format, author, or subject. 
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Sign In 
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• You will be prompted to sign in. 

• If you don’t have an account, you can 
click on “Create An Account”. 

• If you have an account but don’t 
remember the password, you can reset it.
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Create An Account 
• If you are new to this system, 

fill out all the required fields 
to create a new account. 

• Make a note of your user name 
and password. 

• Oakville Public Library must 
approve all new accounts.
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Request Form 
• After you sign in (or create 

an account for the first time), 
the details for your request 
and contact information will 
appear onscreen. 

• Click the “Submit Request” 
button at the bottom of the 
screen to finalize your request. 
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Request Complete 
A confirmation message including the number associated with the requested 
item will display on the screen.
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Return to Home Page 
After placing a request, you can 
return to the main page to do another 
search by navigating to the “ILL Home” 
link under the Resources menu on 
the top left of the screen.
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Request Limits 
• Oakville Public Library has a limit of fifteen (15) active interlibrary loan 

requests per person. 

• An active request includes anything you have requested from another library 
that is in progress, or that you have received. 

• Items that you have returned and that have been received back by the lending 
library, and requests that you have cancelled are not counted as active. 

• Additional requests will not be processed until borrowed ILLO materials are 
returned and received by the lending library.
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Sign Out 
When you are done searching for items 
and placing requests, you can sign out 
using the “My Account” menu on the top 
right of the screen.
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Using My Account
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My Account 
My Account allows you to track your current ILLO requests.
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Item Due Date 
Your item’s due date displays next to the request in My Account. 
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Notifications 
Notifications about your 
interlibrary loan account are 
emailed to the address 
associated with your account. 
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Cancelling ILLO Requests
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Cancelling ILLO Requests
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• Requests displaying the current request status “submitted” can be 
cancelled. Users can do so by adding a check mark in the selection 
box of the request chosen for cancellation. 

• Once cancelled, the request will still appear in “My Account”, but will 
indicate that it has been cancelled.
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Cancelling ILLO Requests (cont’d)
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Cancelling ILLO Requests (cont’d)
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Cancelling ILLO Requests (cont’d)
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Thank you
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