
Requesting Material via the Library Catalog 
 
Touro College Libraries has implemented an exciting new feature in 
the Library Catalog.  Before, if items were checked out to other 
patrons, you had to have a librarian place holds on them for you.  
And, if you wanted items to be transferred from one library to the one 
you use frequently, you had to retype information from Library 
Catalog records into the old Intra-Library Loan Form.  Now, you can 
request material online via Library Catalog records and specify the 
pickup location of your choice.  The new procedure follows.   
 

 Have library staff enter your Touro ID or library card barcode into the 
library system 

 
 Access the Virtual Library at www.touro.edu/library/ 

 
 Under Find RESOURCES, click on Library Catalog (books & media) 

 
 When in the Library Catalog, click on SEARCH THE CATALOG 

 
 Choose your search option (author, title, etc.) 

For example:  click on LC SUBJECT 
 

 Type in your search terms 
For example:  global warming 

 

 Click on the Submit Search button 
 

 Select a resource from the results by clicking on a Title link 
 

 The details of the resource you selected will be on the screen  

 



Look at the bottom of the screen where seven options are located 
(circled).  
 
Notice the new button that reads REQUEST (arrow). 
 
 

 
 
 
Click on the REQUEST button (arrow). 
 
 
 
 
 
 
 
 
 
 
 



You will be prompted to enter your NAME and Barcode (circled). The 
Barcode number is located on the back of your Touro ID Card.   
 
 

 
 
 
For example: 
 
NAME:   John Smith 
 
Barcode:  200000001234567 
 
 
 
 
 
 
 
 
 
 



After typing in your NAME and Barcode, you can Choose a Pickup 
Location (the library where you want your request to be delivered). 
 
 

 
 
 
Click on the down arrow after (Choose a Pickup Location) to see the 
list of Touro College Libraries pickup locations (arrow).  
 
 
 
 
 
 
 
 
 
 
 



Select the library of your choice, then click on the SUBMIT button. 
 
 

 
 
 
You will receive the following message:  
 

“Your request for (title) was successful. 
 

Your request will be delivered to (pickup location) when it is 
available.” 

 
 



 
 
 
NOTE: You cannot request materials that are ebooks, ejournals, 

reference, or on reserve. 
 
  Do not request items with a Status of MISSING. 
 
 
Make your requests well in advance of need since the loan 
period is two weeks and it often takes as long as two weeks for 
material to arrive from other places. 

 
 

You will be notified when the item is available and be given one week 
to go to the library to borrow it. 
 
 
To cancel a request, contact library staff. 

 


