How To Request Books Be Sent By Mail
If you are a current student living off‐campus, the library will send books to you by
mail. Below are instructions on the best way to do this.
Begin by searching the library catalogue for the books you want. On every list of
search results, as well as in the bibliographic display, there is a button that says Add to
my list. Clicking this button will add that book to your list of selected items. Once you
click the button it will turn green and say Remove. This means the item is on your list
and clicking again will remove the item from the list.
Î Please note that the button Request Item is for placing holds on items checked
out by someone else, not for requesting books by mail.

If you want to continue searching the catalogue, do not use the back button on your
browser as that can remove books you just added to your list. Rather, choose a new
search from the search bar at the top of the screen, or click on the Search tab if the
search bar is not available.

When you have completed your searching in the catalogue, you can view your list of
desired books by clicking on the My List link at the top right corner of the screen.
Note: the number indicates how many books you have added to your list.

Clicking on the My List link will show you all the books you have added to your list.
Review the list of books to make sure these are the books you want. You can remove
items at this stage, or use the search tab to find more items.
Once you have your list finalized, choose the Email this list option at the bottom left
corner of the screen.
Î Important: do not send this list directly to us, as it will not come with your name
attached. Rather, send the e‐mail to yourself and then forward that message to us,
adding your name and address to the forwarded email.

A few others things to note:
•
•

•
•

We will send a maximum of ten books at a time to any student in Canada or the
continental United States.
To verify if the books are on their way to you, log into your account using the
My Account tab in the catalogue. If they are listed as checked out, we have
sent them to you. This same function will show you the due date(s) and allow
you to renew online.
All packages sent will come with a postage paid return label if you are in
Canada. American students are responsible to pay the return postage.
Use the address library@briercrest.ca to forward your book list to once you
have emailed it to yourself.

