
Placing Out-of-System Interlibrary Loans (ILLs) through Polaris 

After you Start PowerPAC, select the “Search” tab. You will not be able to Search WorldCat with the 
“Quick Library Search” option in the event you have to place an out-of-system ILL. 

 

 

On the Search screen, Type in your search term and select the index (Title, Author, Subject, etc) you 
want to Search by and the format you want to Limit by and click on Go. 

 

 

If you get No titles found (0 hits), you can then either 1) Click here to search WorldCat or 2) Click here 
to expand search to WorldCat for (ILL).  

 

 
If you choose 2) Click here to expand search to WorldCat for (ILL), add a check   to the box in front 
of WorldCat and Click on Set Catalogs. Please note the bright yellow box listing the types of items that 



should not be requested. 

 
 
You will get a list of results. When you locate the item you want, Click on Place Hold Request. Note 

that the publication date usually appears in two places. Please note the symbol for a book  to 

the right of the record. Do not make requests for electronic books or sound recordings

or DVDs , blu-rays , or VHS .  

 
 
 



You can check the citation. Then enter a Barcode Number and Password and Click on Log In. Please 
note again the bright yellow box listing the types of items that should not be requested. 

 
 
 
You can change your pickup location to one other than your default home library. Note the reminder 
to log out. Then Click on Submit Request. 

 
 



Next is a final Reminder that this is an Out-of-System Interlibrary loan request with information about 
hold fees, if applicable, and any ILL fees. Click Continue (to place the request) or Cancel (to cancel the 
request).

 
 
Here is a final confirmation that your request has been placed. There’s a link to update your contact 
information and don’t forget to Log Out. 

 

 



 
If you conduct a search on WorldCat and you select Place a Hold Request on an item owned by a 
library in the FLLS you will see the message displayed below. Please select Yes and Click on Continue 

and you will place a hold on the locally owned item and your transaction will be over. 

 
 
If you select No and Continue, a message will display with the reminder that this is an Out-of-System 
ILL request with information about hold fees, if applicable, and any ILL fees. Click Cancel.  
 

Do not place an Out-of-System Interlibrary Loan request for an item that is a 
locally owned item.  
 

 


