
Norfolk County Public Library
Using Interlibrary Loan



The New Site
• Find it at: https://ols.relaisd2d.com/?LS=CNNCP&PI=CNNCP

• When saving it as a bookmark, be sure to edit the bookmark as D2D removes 
the Library Service ID from the URL after being verified.

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


How to make an ILLO Request



Do a search
• Search for the item using the title, author’s name, or a combination of both.
• Advance Search is also available by clicking the option at the top right

Library Recommendation: Use the Advance Search, filling in 
title and author information as it results in more accurate 
record information.



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



Search results cont.
• Symbols used to indicate item format.
     Available to Borrow*

  

   
   Online Resources. Not Available to Borrow.

*Subject to lending library policy



Search results cont.

Displaying Holdings will allow you to view how popular an item is across the systems that have a copy, and the 
possibility of whether a library has a copy available for request.

Note: Holdings that indicate they are requestable are subject to a library’s lending policy and not a guarantee that 
it will be loaned.



Sign in
• You will be prompted to sign in. 
• If you don’t have an account, you can create one

Your User Name does not have to 
be your library card number. 

Given & Surnames must match 
your library account.

New accounts can make requests 
immediately.
All new accounts are reviewed for 
approval before those requests are 
submitted to lending libraries

Under this new system, staff will no 
longer have direct access to a 
patron’s account.
However, this does not mean staff 
cannot make a request on your 
behalf.



Sign in cont.
• Staff will be able to submit requests on your behalf. 

• When reviewed, these requests will be transferred to an account set up under your 
library information. However, you will not have access to this account. Staff will also not 
have access to the account to check the status of your request. 

• Staff will still contact you if a request cannot be fulfilled at this time, or if there are any 
other questions regarding your request.

• Patrons who would like to switch from Staff initiated requests to using their account 
themselves, will need to contact interlibrary.loans@ncpl.ca



Request Form
• The details for your request and contact information will appear on the form.  

• Data is automatically populated from the Item Information



Request Form
• Patron information is automatically populated.
• Select desired pickup location. This will not be pre-populated.
• Use the comments section to inform ILLO Staff of any additional information such as 

“large print only” or “regular or large print okay”
• 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



Searching Again
• After completing your first request, 

return to the search page by clicking 
on the NCPL logo at the top left, or 
click the “New Search” drop down 
menu and select New ILLO Search.

• This menu also allows you to return 
to the NCPL website by selecting 
My Library.



Patron Request Limits
• You may have up to 2 active 

ILLO requests at a time
• Cancelled and Completed 

requests are not considered 
active

• When you reach the limit, an 
error message will display, 
and the request cannot be 
submitted



Using My Account 



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



Patron Due Date
• Your item’s due date displays next to the request in My Account
• These will match the due date on your checkout receipt. 



Notifications
• Notifications about your 

interlibrary loan are emailed 
to the address associated 
with your account 

• You will automatically receive 
notifications for the following:

– Registration Approval
– Cancelled Requests
– Approaching due dates



Cancel ILLO requests



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

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

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



Cancel ILLO requests



Cancel ILLO requests



Cancel ILLO requests



Thank you!
Using Interlibrary Loan
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