
Quick Guide to Journal Articles and Getting Books 

GETTING JOURNAL ARTICLES 

When you have a citation for a  journal article: 

1) With an abbreviated journal name only, obtain the full name for a PRIMO search 

a) Go to PubMed’s Journals Databases to find the complete journal name. 

i) From the Witer Learning Resource Centre (WLRC) home page, look for the link for 
the Optometry Databases. 

 

ii) You will arrive at Research Databases (Search for Journal Articles) page. Look for the 
PubMed link. 

 

iii) Once in PubMed, look under the More Resources to choose Journals Database 

link. 

 

iv) Type in your abbreviated journal name and find the full journal name and then  
press “Go” 

 
 

2) Look for the details of the journal in PRIMO 
a) Sign in to your e-Shelf Account first.  Look for this section of the PRIMO page to sign in. 

 
b) From PRIMO’s Basic search, type in details making the search quick and efficient. For 

example (areas indicated by red stars in diagram below):  
i) type in the journal’s full name,  
ii)  choose “Journals” 
iii) choose “Title”   
iv) press “Go” 
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c) If journal exits in PRIMO,  
i) Look for its location in the library by referring to its call number, that corresponds 

with the physical placement on the shelf and which library. 

 
• This journal can be found in the WIter Learning Resource Centre (UW 

Optometry) from 2003 onward. The call number is RE939.P72x 
 

ii) Look into the details, to see more information.   Click on the “(View details)” under 
the title. 

  (as starred above).  
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iii) If the item is not available at the UW Optometry (WLRC) then request it through the 

TUGDoc option.  as seen above (with a star). 
 

d) Not found at WLRC but through TUG. 
i) Once you have clicked on the “Request an article via TUGDoc” then fill out the 

request. 
ii) Start by placing your WATCARD or library barcode number with your last name in 

lower case letters in the screen provided 

 
• Click “I agree – continue”, after reading details. 

 
iii) Then select the specific volume that contains your article and click “Select from this 

list”. 
iv)  The following page will then request the details of the article. 
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• Fill in the parts that are in red. When choosing where to have the article sent, 
choose the UW Optometry = Witer Learning Resource Centre from the drop 
down menu (located by the red star)  

v) Lastly, submit your request by clicking on  
You will receive an email notice when the article has been shipped from its location 
– it will then take approximately 1 to 3 business days before the article is delivered 
to your campus mailbox.  
 

e) Item does not exist in PRIMO, order through RACER 
i) Spell the information correctly 
ii) Refine the results, as much as possible (look on the left side of results for 

suggestions). 
iii) After several tries and the item is not in PRIMO, go to RACER. 

(1) How to get to RACER 
(a) Go to the University of Waterloo library home page.  
(b) On the left you will see Services and under this option there is a link to the 

RACER (Interlibrary Loan page).  
(c) Log in with your library bar code and your last name. 

(2) Once logged in 
(a) You come to a page that looks like the following: 
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(b) In the title field, place the journal title, not the article title. 
(c) Further down the page choose a profile. Suggestion: start with the Ontario 

Universities focusing on Medicine, if the journal has to do with health.  If 
nothing is retrieved through that option, choose the Canadian Universities. 
Likewise if there are no results then proceed to the Research library; then the 
National library; then the USA catalogue; and lastly the International 
catalogue to find the item.  

(d) Try each set of libraries or catalogue or option, separately. 
 

(3) Results are found 
(a) Once your item is found, the results will look similar to this image. 

 
 

(4) Details on the journal  
(a) When you click on the title (example in red above) you go to a page of details about 

the journal (as below).  You ought to check the journal details to see if the years 
available are what you require.   

(b) At the top of the page (below) there is a Get it! icon as there is above in the Results 
page 

(c) Click on the Get It! icon and begin to fill out the form 
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(5) Now to fill out the form 
(a) The title will be filled out for you but details of the article will have to be 

typed in. 
(b) Below is an example of the form you have to fill out. Concentrate on the 

middle part, and any category that is circled in red. Make sure the defaults 
are correct. 

 
 

(c) The rest of the page is below. Make sure you choose the correct place for 
pickup 
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(d) Then press the submit button (at the end of the page) and you will be asked 

about your usage of the material and to acknowledge the copyright law. 
Once “accept” has been pressed, you will receive a receipt number (as 
below). It is advisable that you keep the number until you receive what you 
are requesting, just in case there are questions in the future.  

 
(e) It will take 5-10 days from the time the request is submitted for the item to 

arrive. 
 

(6) FINAL NOTE: If you have not found any institute which may have your item, you can fill 
out the RACER “Blank Request Form” found in the left navigational bar on the home 
page (see pic below) and submit the form (as seen above.) 
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GETTING BOOKS – know the difference between a recall and a hold 

Look for books through PRIMO, type in the search terms. Limit details in the drop down boxes 
as shown in the screen shot below. 

 

 

The decision between selecting  a RECALL or a HOLD depends on the status of the library item. 

- Select HOLD for item with in-library status, 

- Select RECALL for item with on-loan status 

1) Requesting items which have been taken “Checked out” with delivery to the WLRC – 
(Recall) 

Request item to be delivered from any TUG location other than the UW Optometry (WLRC): 

a) Login to your e-Shelf Account by using your library “Barcode,” “Last name,” and 
“Institution” on the PRIMO search page. Just click on the link to sign in. 
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b) Begin a search by using the PRIMO search window. Use the basic or advanced search. 

 

c) Once the desired item is found through PRIMO, and it has been “Checked out,” place a 
recall on the item. 

 

d) Click on the “View details” under the title and go to picture below. Details found under 
View details will appear something like this (you may have to scroll down). 

 

Location Call number 
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e) Then the following section of the page appears. Select a request “Recall” and click the 
“Go” button as indicated below in red. 

 

f) Choose the “Pick Up At” location, choose the UW Optometry Circ Desk. 

 

g) LASTLY, press “Submit Form” button. 

You will receive an email notice when the item has been shipped from its location - the item 
will then take approximately one to 3 business days before it reaches the Witer/Optometry 
circulation desk.  

2) Requesting items which are still in the stacks with delivery it to the WLRC – (a Hold) 

Request item to be delivered from any TUG location other than the UW Optometry (WLRC):  

a) Like the steps above in placing a “recall” follow the same steps from “a” to “d” to get to 
“View details” like below. 
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b) Click on the location link, in this case it is the Guelph Library link in blue (above) to bring 
you to the next window.   

c) Then the following section of the page appears. Select a request “Hold” and click the 
“Go” button as indicated below in red. 

 

d) Choose the “Pick Up At” location, choose the UW Optometry Circ Desk. 
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e) LASTLY, press “Submit Form” button. 

You will receive an email notice when the item has been shipped from its location - the 
item will then take approximately one to 3 business days before it reaches the 
Witer/Optometry circulation desk. 
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