
 
Guide to Requesting Items Through the Catalog 

 
The library’s catalog provides VCFA Library account holders with access to books, articles, and a wide range of 
other media including items that aren’t held by the VCFA Library. Please note that we are unable to borrow 
eBooks from other libraries, but digital copies of articles are available. 
 
When you request an item through the catalog, if the VCFA Library does not own the item the library staff will 
locate a copy from libraries as physically close to our location in Vermont as possible (this service is referred to 
as Interlibrary Loan). The lending library will mail the physical copy to VCFA so that we can check the book out 
to your account. We’ll then mail it to your home address. When it’s time to return any of your library materials to 
us, email us at vcfalibrary@vcfa.edu to request a prepaid USPS mailing label. The VCFA Library does not 
charge students or faculty for interlibrary loan items or for return shipping. 
 
Students who do not live in the United States should reach out directly to the library staff for assistance.  
  

Browser note: Chrome, Firefox and Safari are the preferred browsers for your library searches and requests. Internet 
Explorer is not fully supported by WorldCat. 

 
Here’s how to get started 

 

Log in to the VCFA Library and Resources homepage to find the library catalog’s sign in page. 
 
Sign in using your VCFA Library username (your firstname.lastname, all lowercase) and password, and then 
click on the Advanced Search link. 
 
 

 
 
 
 
 
 
 
 
 
 
 
When the Advanced Search page opens, complete at least one of the fields with a search term and click the 
Search button.  
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https://docs.google.com/document/d/1uSpYszK5ISurPt0zsMocOoa_a1D-UG2i/edit?usp=sharing&ouid=104490523034805396984&rtpof=true&sd=true
mailto:vcfalibrary@vcfa.edu
https://vcfa.edu/library-resources/
https://vcfalibrary.on.worldcat.org/v2


 
The following example depicts the search results for all English language print books and articles written by 
authors Gins and Arakawa. (See search bar at top of page, and also take note of the search parameters found 
on the left side of the page that allow you to refine the search results).   
 
 

 
 
 
​  
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In this example, the library user is interested in the third listing, The mechanism of meaning : work in progress 
(1963-1971, 1978) based on the method of Arakawa. Click on the title link to find out more about the book 
and/or to request a copy. 
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In addition to bibliographic info, which users can copy and paste for future reference by clicking the Cite button, 
the detailed view includes subject words and phrases that can aid in future searches. 
​  
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If your title is available as an eBook, you’ll see a View eBook link which opens a new window, where the user 
can read the book online. Some databases allow users to download the book, either in full or by individual 
chapters. Please note that the VCFA library cannot borrow eBooks from other libraries.  
 
To continue a search for the print version of a book, scroll down the page to the Other Availability and Holdings 
heading, and click Other Libraries Worldwide. 
 
 
 
 
 
 
 
 
 
​  
 
 
 
​  
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A pop-up window will open with the libraries that own the title, listed in order based on their proximity to the 
VCFA Library. 
 
Click on the Request Item link to order the item or type your home zip code into the search bar to the left of the 
Change Location button. The former allows you to request the item from VCFA; the latter allows you to search 
for a copy locally. If you have an account with a local public or academic library, you may have access to these 
items more quickly than through the VCFA catalog request system. 
 
 
 
 
 
 
 
 
 
As indicated below, a library user in Nashville (37201) will see that no public libraries near them own this title, 
and they should request the item through the catalog by clicking the Request Iterm button. 
 
 
 
 
 
 
 
 
 
 
 
However, a library user in Boston (02113) does have the option of checking the book out from their local public 
library, and can even find the library’s address and phone number simply by clicking on the desired listing: 
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To request a physical copy of an item through the catalog, you must fill out the request form. Notice that the 
Book tab is active in the example below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The form will autofill with the bibliographic information for your item. It may also autofill your name, user ID, and 
email address; enter that information if it is not already in the form. When requesting books and other library 
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materials, you can specify a Needed Before date (please follow up with an email to library staff if you need an 
item quickly) and a pickup location (either Ship to me or VCFA Library if you live nearby). You’ll also need to 
enter the address to which you’d like the item mailed. Once all required fields have been filled out, click the 
Submit Request button. 
 
 
The form for an article or other copy request is only slightly different. The list below is a record of the articles 
written by authors Gins and Arakawa. Notice that the search parameters on the left side of screen have been 
modified to only include Articles and Chapters written in English: 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The student is interested in the third article, Architecture as Hypothesis. Click on the title of the article to open 
the Request Item form. 
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As seen on the request form below, the Article tab is now active. Like the book version, this form will autofill 
with the bibliographic information for your item. It should also autofill your name, user ID, and email address. 
No home address or shipping preference is necessary since articles and chapters are delivered via email. 
Once all required fields have been filled out, click the Submit Request button. 
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Audiobooks, DVDs and VHS tapes, Music CDs/EPs/LPs/Cassettes, Musical scores and all other physical 
materials that are not books or periodicals will appear as Other on the request form but the request fields 
(mailing address, shipping preference) will be the same as on a book request form. 
 
 
 
 
 
Upon submission of an item request, you will be taken to the Requests tab in your library account page, which 
will show the status of each request. In this case the record shows three requests: a book recently requested 
and awaiting approval from a lender (1); a musical score that the user didn’t need and canceled (2); and a 
book requested on July 14, which arrived and has been checked out to the library patron (3).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The status of each request is updated as it progresses from Submitted to In Transit. If a user realizes that a 
request was made in error, they have the option to cancel the request. However, the option to cancel requests 
disappears once a library staff member submits the request to potential lenders. Once an item is received, the 
due date will appear in the Status column. 
 
You can easily keep track of your requests any time you’re logged in to the catalog by clicking the My Account 
drop down link located in the upper-right of the page. A list of options appears, including links to your current 
checkouts and requests: 
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Returning items 
 
When you are ready to return any loaned items to the VCFA library, whether they are owned by VCFA 
or borrowed from another institution, simply email the VCFA Library staff at vcfalibrary@vcfa.edu to 
request a prepaid USPS return shipping label. Just let us know which items you’ll be returning and 
we’ll email you your label. Your shipment will be tracked until it reaches VCFA. 
 
A few tips to keep in mind: 

 

●​ eBooks usually can not be requested through the catalog. If VCFA doesn’t own a copy, check 
the “Editions and Formats” link for print editions, or login to VCFA’s OverDrive platform to 
search for an eBook. You may also reach out to the library staff for assistance. 

 

●​ Every request must be completed individually.  
 

●​ Library patrons are allowed to check out up to ten ILL items at any one time; there is no limit to 
the number of VCFA-owned items. If you need more than ten, keep a list of your desired titles 
in your library account. Once you return an ILL item to us, you can request another. 
 

Questions? Need more Help? 
 

Email the library staff at vcfalibrary@vcfa.edu or call: 802-828-8512 
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https://vcfa.overdrive.com/
mailto:vcfalibrary@vcfa.edu

