
Lake of Bays Library Cardholders

Using Interlibrary Loan (ILL)



How to make an ILL Request



. Not for distribution.

Do a search
• Visit the ILL website at https://www.lakeofbayslibrary.ca/interlibrary-loans 

• Click the button for Manage My Own Interlibrary Loans 
• Search for the item using the title, author’s name, or a combination of both

https://www.lakeofbayslibrary.ca/interlibrary-loans
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Search results
Click on an item to display the catalogue details. You can 
also narrow your search results by specific year, format, 
author, or subject, by using the left side bar

Submit your request using the 
link at the end of the description 
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Sign in
• 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 here.

If you have placed an Interlibrary Loan 
with us after January 2025 you likely 
have an account created by staff. To 
access this account, click the Set/Reset 
Password link and in the next step put 
your Library Barcode Number as your 
Username and you’ll be emailed a 
password reset link to the email 
associated with your library card.
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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. 

• ***User Name needs to be 
your library Barcode Number 

• Make a note of your user name and 
password (create your own 
password) 

• Our library must approve all new 
accounts

X
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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 button at the bottom of the screen to complete the request.
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Request complete
• You will receive confirmation on screen and by email, if you have provided an email



. Not for distribution.

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 your screen
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Limits
• Our library has a limit of 5 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. You will see a warning on screen if you 
exceed the limit on active requests. 

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



Using My Account 
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My Account
• My Account allows you to track your current ILL requests
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Patron Due Date
• Your item’s due date displays next to the request in My Account 



. Not for distribution.

Patron Request Limits
• You may have up to 5 active 

ILL requests at a time 
• When you reach the limit, an 

error message will display, 
and the request cannot be 
submitted
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• Notifications about your 
interlibrary loan are emailed 
to the address associated 
with your account  

• They will provide details on 
the request (in process, ready 
for pickup, return reminders)



Renew requests
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Renew ILL Requests
• If the item’s due date has not been reached, a Renew 

button will appear next to the Request in My Account 
• If clicked, the Lending Library will receive the renewal 

request and either approve or decline



Renew ILL requests



Cancel ILL requests
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Cancel ILL Requests
• If the library has not started processing the ILL request, the 

request will have a Selection box and can be chosen for 
cancellation  

• One canceled, the request will still appear in My Account, 
but will indicate it has been cancelled



Cancel ILL requests



Cancel ILL requests



Cancel ILL requests



Thank you!

We hope you enjoy using ILL. If you have any 
questions please contact your branch.


