
Using Interlibrary Loan (ILL)



How to make an ILL Request



• Visit the Interlibrary Loan website at: 

https://ols.relaisd2d.com/?LS=CNGUP&PI=CNGUP

Do a search

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

An advanced search can 

be completed here



Search results
• Bibliographic records will appear if there are copies at lending libraries

• Select a record for the correct format, edition, etc. paying careful attention to 

the format symbols on the right

Print Material

Large Print Book

CD/Book on CD

Online 

Resource 

(Mixed Material)
(not applicable for ILL)

eAudiobook
(not applicable for ILL)

eBook
(not applicable for ILL)



Search results
Step 1: 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



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.



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 username 

and password 

• ILL staff must approve all new 

accounts



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.



Request complete
• You will receive confirmation on screen and by email, if you have provided an email



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



Limits
• Our library has a limit of three (3) active interlibrary loan requests per 

person.  This 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 by the 

lending library, and requests that you have cancelled are not counted 

as active.



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

This is also where 

you can monitor 

your active 

requests



Using My Account 



My Account
• My Account allows you to track your current ILL requests

• You may have up to three (3) active ILL requests at a time

• When you reach the limit, the request cannot be submitted



Patron due date
• Your item’s due date displays next to the request in My Account 



Patron due date
• 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)



Cancel ILL requests



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

• Select the checkbox to the left of the item(s) you wish to cancel and click 

“cancel requests”



Cancel ILL requests
• A pop-up will appear asking you to confirm if you would like to cancel your 

request



Cancel ILL requests
• Once cancelled, the request will still appear in My Account, but will 

indicate it has been cancelled



Bookmarking the website



Bookmarking the website
• If you have bookmarked the interlibrary loan website on your web 

browser, you may get the following error message: “Library symbol is 

missing. Please contact your local ILL staff.”

• If so, the bookmark needs to get edited once through your internet 

browser, and then will work



Bookmarking the website
• Check that your bookmark contains the full website link: 

https://ols.relaisd2d.com/?LS=CNGUP&PI=CNGUP

• For assistance updating your bookmarks, please contact Interlibrary 

Loan staff by phone at 519-824-6220 or by email at illo@guelphpl.ca



Thank you!
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