
HOW TO MAKE AN ILL REQUEST 
 
This is a step-by-step guide to submitting inter-library loan requests online via 
WebCat.  This is the preferred method for submitting ILLs and results in 
quicker service for you! 
 

Before you begin 
 

� Please ensure you have checked WebCat and TDNet (for e-journals) to make sure 
that we don’t already have the item you want. 

   
� Make sure you have allowed enough time for the item to arrive - items borrowed 

from within the UK take on average 7-10 working days to arrive.  Articles delivered 
electronically can be much quicker (around 2 days).  Items from overseas will take 
much longer. 

 

1. Log in to WebCat using your user 
ID and library PIN.  Your ID number 
can be found on your ID card (use the 
whole number including the leading 
digit).   
 
Ask at the Loans Desk or any library 
enquiry point if you don’t know your 
PIN. 

 

2. Once you have logged in to 
WebCat, select the ILL request option 
which will become visible. 

 

3. Select the option for Inter-Library 
Loan Requests.  Stack requests are 
for items such as University of 
Southampton theses which are held in 
University Library closed access areas. 

 



4. Choose the relevant form for the 
item you are requesting.  In this 
example we’ll look at making a 
request for a journal article. 

 

5. Fill in all the required fields - if you 
do not have the relevant information, 
write ‘n/a’ or ‘unknown’ in that field. 
 
Don’t forget to include the name of 
your school or department!  For 
example, School of Humanities. 

 

6. If you are asking for a copy of part 
of a publication, such as a journal 
article or a book chapter, you will 
need to print out and sign the online 
form before submitting it.   
 
Be sure to click ‘Place request’ once 
you have printed it out. 
 
Send the signed printout to the ILL 
Office in your home library (e.g. 
Hartley, Health Services, NOL or WSA) 
or hand it in at any Loans Desk. 
 

 

7. If you are asking for a loan, you do not need to sign anything.  Simply click ‘Place 
request’. 

The ILL team will email you when your item arrives or if there are any problems in 
obtaining it.   If you want to check on the progress of your request or have any other 
questions, please contact us by email (illhart@soton.ac.uk) or telephone (external 02380 
593 454, internal 23454). 

 


