
How to Submit an Interlibrary Loan (ILL) Request on EBSCO 

databases 

 

1. Go to the library home page (http://www.kcu.edu/library) 

2. Click on “Research” in the column on the left 

3. Click on “Databases”  

4. Select your database 

5. Type your search term into the boxes at the top of the page and set your 

parameters. 

6. Scroll through the results list and see which articles would best answer your 

research question. 

7. Articles that are not available in Full Text will say “Send Interlibrary Loan 

Request”.  Click on this link. 
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8. This will connect you to the KCU library catalog.  The information for the 

article will automatically be filled in.  You will need to select the Date 

information from the drop down menus.  You must give us at least 10 work 

days to fill your request. 

 
 

9. At the bottom of the form you will see boxes asking for your 

Name/Username and your Barcode/Password.  This is the same set that you 

must use when you are off-campus. 

a. Your Name/Username is your Last name only with the first letter 

capitalized.  In this example we used Smith 

b. Your Barcode/Password is the letters “kc” followed by the last six 

digits of your ID number.  For example you would type in kc123456, 

but it will only appear as dots. 

10. Once all of the information is filled in, you will need to click on the “Submit 

this Request” button on the bottom left of the page.  Do not hit the “Enter” 

button on your keyboard.  It will give you an error message.  If you do it 

correctly you will see a Green check mark appear at the top of the next 

screen saying that you have successfully submitted your request. 

11. Young Library will process your request as quickly as possible.  We will 

send a copy of the article to you electronically so that you will have access 

to it as soon as possible. 


