
Getting Started with ILL Express Request 
 
First-Time Users 
If you are a first time user of ILL Express Request, you will need to register with the system so that the 
library can verify that you are authorized to borrow resources and so that they can easily contact you 
when your loan request is ready.  Registration requires only that you provide some basic information 
and should take only a few minutes. 
 

 
 
After clicking on the link, you will be taken to an informational page for first-time users.  At the bottom 
of the page, is a link to the registration form. 
 

 
 
 
Fill out the registration form and select the Submit Information button.  You will be taken to the main ILL 
Express Request Page.  From here you can update your user information, keep track of what you have 
ordered and when it’s due back, and order a variety of documents. 
 



How to order a book 
Before ordering a book through ILL Express Request, please check the USF Catalog to make sure the 
university does not own the item. 
 
You can also search our catalog from the library home page by typing your search in the box shown 
below, or click Advanced Search for more searching options. 

 
 
The loan request screen you see provides you with a list of everything you need to order a book through 
ILL Express Request.  This is where we return once we have all the information we need to satisfy the 
requirements.  

http://hickory.palni.edu:4505/F/?func=option-update&SHORT_NO_LINES=20&file_name=find-d&local_base=plnsfp
http://www.sf.edu/sf/library


In the example below, a request is made for a book, Such is the Power of Love:  the life of Saint Francis 
as seen by Bonaventure.  After all the required fields are filled in, click the Submit request on the bottom 
of the page. 
 

 
 
  



If you are searching for books in WorldCat, and you find something you want, simply click on the ILL 
Express Request link.  It will take you to the ILL Express Request form.  It is highly recommended that 
you copy and paste the information in to the appropriate fields.    Inaccurate information can slow down 
the ordering process. 
 

 
 
 
If you are in the databases searching for an article, click on the Request though interlibrary loan link.  
You will be taken to the ILL Express Request Login.  After you login, select article and fill in the 
appropriate information.  It is highly recommended that you cut and paste your information.  Inaccurate 
information can slow down the ordering process. 
 
 
 

 



 
 
 
If you need help getting started, please contact the Interlibrary Loan Department office by phone (260-
399-7700 x6061) or e-mail (ill@sf.edu).  

mailto:ill@sf.edu

