
Access Services
Web Forms & Important Web Pages

Interlibrary Loan, Holds/Recalls, 
Reserve Materials, & Online 

Research Appointments



Interlibrary Loan
The link to the ILL System is on the Library’s Homepage. 

Only members of the W&L community (Students, Staff, & Faculty) may use ILL. 
In order to use the form, they must log-in with their University I.D. and password. 

From the ILL System, they can create requests, check the status of their requests, 
view past requests, and see what ILL materials they have checked out. If they 
wish to renew ILL material they must contact the Access Services Manager by 

phone or email.

Local Residents may pay a fee of $10 to utilize our ILL service or you can recommend they check with the 
local Public Library. Area college students have their own ILL units which they may contact.



Recall/Hold an Item
If an item is checked out, a button will appear, in Annie,

that is labeled Request Item. 
W&L faculty, students and staff may use this button. 

Community patrons must use their last name and a password. 

REMEMBER: Patron names are confidential. 
Do NOT reveal who has specific items checked out. 

We have ethical and legal obligations to keep our patron’s circulation records private.



Recall/Hold Library Materials
Please encourage patrons to recall books!!! 

If a patron can not find an item in our collection, 
they may fill out one of the printed form we have at the Circulation Desk. 

We will search for the item and notify them when we find it or if they are part of the W&L 
campus community obtain it through ILL

.

REMEMBER: Patron names are confidential. 
Do NOT reveal who has specific items checked out. We have ethical and legal obligations to keep our 

patron’s circulation records private.



Reserves
Students may view a list of materials on Course Reserve by either 

clicking on the link on the Library’s Homepage OR on the main 
page of Annie, the Library’s online catalog. 

They can search for Reserve material by course name or number, or by 
Instructor’s name.  Reserve material can either be checked out for 2, 4, or 
24 hours. The reserve items have book straps that display the check-out 

period. Reserve material accrues fines of $1 for each hour they are 
overdue. 



Renew Library Material
In order to renew Library Materials, 

patrons must log into Annie, our online, catalog. 

Patrons from the W&L community may do this with their network I.D. and 
password. Community patrons must use their name and a password. 

Once logged in, patrons may renew library material, set-up custom searches, 
create email alerts, and create reading histories.



Research Appointments
During the Academic year, the Reference desk is staffed

Monday-Friday from 9 a.m.-5 p.m. &
Sunday-Thursday from 6:30 p.m.-10 p.m. 

If there is not a Reference Staff member present, encourage students to make 
Research appointments to work with the Librarian in their subject area. 

To find this link click on the Students link (left side Site Navigation) and then 
click on Set-up Individual Research Appointment.



Subject and Course Guides
After you have encouraged a student to make an appointment with a Reference 

staff member, you may show them the Subject and Course Guide pages. 
Useful resources such, as subject specific databases and websites, along 

with the contact info for the Reference Librarians are listed here.



Purchase Requests
Anyone wishing to request that the Library purchase an item for its collection 

may do so using one of our Purchase Request forms. Although, it is not 
guaranteed that we will buy the item. 

Patrons will be notified via email when the item arrives and/or by email if the 
item is not selected for purchase.

Patrons may link to the Purchase Request forms by clicking on either the 
Faculty or Students link and then the Suggest a Purchase page.



Questions???
Which web form, page, or link do you recommend:

When a patron can’t find a book in the stacks 
and Annie says that the status is not checked-out?

What if the book they want is checked out? What if they ask you for the name
of the person who has it checked out?

What if they need an article and we don’t have the journal? What if they are 
not affiliated with W&L?

What if it’s Saturday and they need to locate art criticism on the Italian 
Baroque artist Michelangelo Merisi?

What if they ask how to renew the video they have checked out?

What if they would like the Library to purchase an item for the collection?
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