
 

Requesting a Copy of a Book through Interlibrary Loan 
 

Please log in to the catalog before ordering a book. You can log in on our homepage (ub.fau.de/en/) by 
clicking “Library Account”. 

 

 

 

 

 

 

  

Important: 

- FAU members should log in using their IdM ID 
- External users should log in using their UB ID and corresponding 

password 
The UB ID is printed on your library card and begins with 028… 

https://ub.fau.de/en/
https://search.ub.fau.de/vufind/MyResearch/UserLogin?lng=en


 

Once you've logged in, you'll be taken directly to your account. From there, you can use the Advanced 
Search feature to search the catalog. 

 

 

Search the catalog using the book's title, and possibly the last name of the first author as well. 

 

 

 

There are now two possibilities:  

Option 1: The requested title is included in the search results  

Option 2: The requested title is not included in the search results or the search results are empty 

 

 

  



 

Option 1: The requested title is included in the search results  

Here, you can simply click the “Order via interlibrary loan” button next to the title you would like to order. 

 

 

A new tab will open automatically. Now select your home library and then click “Forward”. 

 

 

On the following page click “Order for photocopies”. 

 



In the order form below, all required fields marked in red must be filled out. Required fields include the 
pickup location (referred to here as the “Collection point”), the edition of the book, the title and the 
author of the article as well as the required pages.  

 

 

Attention! Due to German copyright law, you must confirm that the copy will be used solely for non-
commercial purposes before submitting the form. In order to declare non-commercial use and be able to 
complete the request, please tick the checkbox: I affirm that this order serves only non-commercial 
purposes.  

Now please click on the button labelled “Send interlibrary loan request” to complete your photocopy 
request.  

 

If you need to request photocopies for commercial purposes, please use a commercial service like Subito 
(https://www.subito-doc.de/?lang=en). 

02840008400 

Please be advised that 
photocopies from 
copyrighted works may 
only be supplied if they 
comprise no more than 
10% of the page count of 
the entire book! 

Mustermann, Max 

https://www.subito-doc.de/?lang=en


 

On average, delivery time for interlibrary loan items is about ten days. You will receive an email when 
your order has been completed. You can view your orders in the catalog within your account under 
“Requested Items” and by selecting the home library you picked as the collection point. 

 

 

A new tab will open showing all your interlibrary loan requests. You will also find your copy requests 
there. You can identify a delivered copy by the blue text “Kopie als Download verfügbar bis…”, followed 
by a link to the copy. The download is only available until the date shown.  

  

02840008400 



 

Option 2: The requested title is not included in the search results or the search results are empty 

If the search results are empty click the “Order via interlibrary loan” button. 
If the requested title is not included in the search results click “Tools” above and “Open Interlibrary Loan”.  

 

 

A new tab will open automatically. Now select your home library and then click “Forward”.  

 

 

Next, click on “Interlibrary loan request (book)” to access the order form. 

 



In the order form below, all required fields marked in red must be filled out. Required fields include the 
pickup location (referred to here as the “Collection point”), the title and the author of the work, the year of 
publication, and the edition as well as the title and the author of the article and the required pages.  

 

 

02840008400 

Mustermann, Max 

Please be advised that 
photocopies from 
copyrighted works may 
only be supplied if they 
comprise no more than 
10% of the page count of 
the entire book! 



Attention! Due to German copyright law, you must confirm that the copy will be used solely for non-
commercial purposes before submitting the form. In order to declare non-commercial use and be able to 
complete the request, please tick the checkbox: I affirm that this order serves only non-commercial 
purposes. 

Now click on the button labelled “Send interlibrary loan request” to complete your photocopy request.  

 

 

If you need to request photocopies for commercial purposes, please use a commercial service like Subito 
(https://www.subito-doc.de/?lang=en). 

On average, delivery time for interlibrary loan items is about ten days. You will receive an email when 
your order has been completed. You can view your orders in the catalog within your account under 
“Requested Items” and by selecting the home library you picked as the collection point.  

 

 

A new tab will open showing all your interlibrary loan requests. You will also find your copy requests 
there. You can identify a delivered copy by the blue text “Kopie als Download verfügbar bis…”, followed 
by a link to the copy. The download is only available until the date shown.  

 

02840008400 


