
Library Service Instructions: Alden Online Request for Books & Bound Journals 
 
Alden Library service which will allow you to make an online request for books and 
bound journals from the main library: Checked out to you and delivered to the LRC who 
will notify you and deliver to your office- make your request online. 
 

 The first step in this process is to fill out the form below and return it via fax or 
campus mail as the instructions indicate.  When this is complete, you can request items 
via ALICE, Ohio University’s online catalog (http://alice.library.ohiou.edu/). 
 

1. Look up the desired item in ALICE.  After verifying that the item is available, 
click on the Intercampus/Annex Request button.  See illustration below. 
 
2. Type your name and University PID in the boxes on the screen.  Choose “My 
Office Athens Fac/Staff” in the Pick-up location menu.  See illustration below. 
 
3. Click the “submit” button. 
 
4. Your item will be delivered to the LRC, where we will notify you and/or deliver 
via OU-COM mail service. 
 
5. When you have finished with the item, you can return it to the LRC, where it will 
be picked up by Alden Library.  Questions? Call Bobbi Conliffe @ 32297. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://alice.library.ohiou.edu/


Click here for 
availability 

Choose My Office Athens Fac/Staff.  
This only works if you have submitted 
the paper form to the Circulation Dept. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Click here to 
request 



Authorization form 
Faculty/Staff request to have library material delivered to a departmental office or 
college.  Items available for request include material from Alden Library, Library Annex, 
Music Dance Library, Intercampus, Ohiolink and Interlibrary loan. 
I authorize Ohio University libraries to check out materials in name and deliver them to 
my department or college. I accept responsibility for all materials that have been checked 
out in my name and delivered to my departmental office or college.  (This requires a 
signature from the person accepting the material)   
 
Date: ________   Status: Faculty _____  Staff: _____  Email address: ______________ 
 
Last Name: ________________     First Name: _____________  Middle Initial: ___ 
 
Signature: ___________________ 
 
CAMPUS ADDRESS INFORMATION : 
Building Name: _____________________    Department Name: ___________________ 
Room Number: ______________________   Department Phone Number: ____________ 
Contact Person: __________________ 
 
CIRCULATION POLICY MAY NOT ALLOW CERTAIN MATERIAL TO BE 
DELIVERED.  You will be notified via email.   
 
Please sign and return this form to Ohio University, Alden Library, Ohiolink-Pcirc 
Department before using this service.   You may also fax this form @740-597-2152 
Contacts:  George Cheripko  or Rita Owen  Telephone 740-593-2693 
Janet Hulm Telephone: 740-597-1968 
Email: facdelivery@www.library.ohiou.edu  
 
OU-COM delivery point:  Learning Resource Center, Grosvenor West 103 
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