
Requesting Material

OR…
OH NO! EVERYTHING I NEED IS 

AT ANOTHER LIBRARY…



Find the item you want in the catalog.

• Using basic search, type in the title/subject/author 
you are looking for.  Press “GO.”



Click on the title.



Click on the right hand scrollbar and pull it down to 
reveal copy information – all copies are out.



To get your name on a list, click “Request 1st

available copy” button.



Type library barcode numbers – all 14 digits, no spaces.
In the next box, type your PIN, or last 4 digits of your phone #.

Then, click on the “Login” button.



Click on the “Request” button.



This box shows that your position on the wait list (queue) = 5
It also shows the branch where you will pick up your material (Forest Lake). 

You may change the pick up location to any Washington County branch.
Click on the “Request” button.



“Your request has been successfully placed.” If the item you requested is on 
the shelf at another branch, generally, it will arrive at your location in 24 to 48 

hours, not counting weekends.
Be sure to click on the “Logout and Return” button before quitting.


