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Placing online requests for material  
using the National Art Library catalogue 

Search and place a request 

If you wish to consult National Art Library collections in the Reading Rooms at 
the V&A in South Kensington, you will need to use the online catalogue to 
search for, and request, books and other items.  The catalogue can be found 
via the V&A webpage and is located at http://catalogue.nal.vam.ac.uk.  The 
catalogue is also available at all public computers in the Reading Room. 
 
All requests should be made via the catalogue where possible and will be 
reserved for you for 3 working daysreserved for you for 3 working daysreserved for you for 3 working daysreserved for you for 3 working days.  Do not attempt to order material in 
advance of 3 working days before your intended visit – please contact the 
Library if you need to make special arrangements.  N.B. each part of a multi-
volume work must be requested as required.  Items that cannot be ordered 
online are described below. 
 
To place a request search the catalogue and select the desired item so that 
the full descriptive display is visible, as below. 

 
Under the Copy/Holding InformationCopy/Holding InformationCopy/Holding InformationCopy/Holding Information you will see the copies held within the 
National Art Library and other V&A collections.  Against each item is a 
Request ItemRequest ItemRequest ItemRequest Item button – click on the button to place a request. 
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You will now be asked to identify yourself by logging into the catalogue with 
your Reader Ticket number and PIN that is unique to you. 

 
 
Once you have logged in, on the next screen click YesYesYesYes and then you will be 
presented with the details of your request: 

 
Note that it is your name that displays as the RequesterRequesterRequesterRequester and then click 
RequestRequestRequestRequest to place the request. 
 
The completed request screen will now display: 

 
 
Your request will now be available to NAL staff to review, print and collect. 
 
Remember to logout when you have finished making requests – use either the 
logout option on the request screen or the logout button at the top right of the 
main page: 
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Material that cannot be requested via the catalogue 

Online requests can be made for NAL and V&A departmental collection 
material only.  Materials held at Blythe HouseBlythe HouseBlythe HouseBlythe House cannot be requested online. 
 
Periodicals cannot be requested online and must be ordered using the blue 
requisition slips.  As the online request system operates on an item by item 
basis it is not suitable for specifying particular issues, volumes or sequences 
of periodicals.  Periodicals may be requested in advance of your visit by email, 
specifying title, pressmark, and issue information including numbering and 
dates.  Reference, online, exhibition loan and special collections that require a 
prior appointment are also excluded from online requests. 
 
If you request items that cannot be requested online you will receive the 
following alert: 

 
 

Delivery times and Collection times 

The delivery times displayed in the online request are estimates and actual 
delivery times will be dependent on the standard Collection times as 
advertised on the NAL web pages. 
N.B. any requests made after 3.30pm for Special Collection or ‘Crypt Store’ 
items will not be available until the next day. 
 

Collecting your requested items 

As online requests can be made anywhere, and not just in the Reading 
Rooms, we are unable to inform you directly of the availability of your 
requested items.  Make a note of what you have requested and the estimated 
delivery times when you place your request.  You can check the StatusStatusStatusStatus of the 
item within the catalogue – if the status has changed from AvailableAvailableAvailableAvailable to 
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Reading RoomReading RoomReading RoomReading Room it is ready for collection from the Library Counter or Invigilation 
Desk as appropriate. 

 
Please allow an hourhourhourhour after your request has been submitted before attending 
the Reading Room Counter. 
 

Limits and returning items 

Readers are limited to a maximum of 12 online requests, but may consult only 
6 items at a time.  Requested items remain at the status Reading RoomReading RoomReading RoomReading Room while 
being consulted and are linked to your record.  Only when an item has been 
returned for re-shelving will the link with your record be removed and the 
number of requests assigned to you updated.  If you make a request and your 
limit has been exceeded you will be blocked with the following message: 

 
 
If you have reached your limit of 12 requests and you are consulting 6 items 
and have 6 awaiting you will only be able to place more requests when you 
have returned some of the items for re-shelving.  Requests made for 
periodicals, using the paper forms, will also be counted against your limit. 

Contact the National Art Library 

If you need help in registering as a Reader or logging into the catalogue to 
place requests please contact the National Art Library Enquiry Service. 
 
Telephone:  call +44 (0)20 7942 2400 between 10am and 5.30pm, Tuesday to 
Saturday. 
 
Email: nal.enquiries@vam.ac.uk 


