Finding the Full-text of an Article
Once you have found some citations of articles you are interested in, the next step is to locate the
full-text of those articles. Following these steps in this order will help you find the full-text in
the quickest and simplest way possible. To start, go to the Library Homepage, which can be
found at css.edu/Library

Step 1 - Through the database you are currently using.
If the article is available full-text within the database you are searching, for example in CINAHL
or PsycINFO, simply click on the full-text link. It will usually let you either print the article or
email it to yourself.
Your article's journal may be full-text in a different database other than the one you used. For
example, most articles in PubMed, are not in there full-text, but they might be full-text in
Academic Search Premier.
Some journals never have their articles full-text in an online database or they may place an
embargo on their articles meaning that they have to be a certain age such as one year old before
they will allow them to be full-text online. In addition, articles that are older than 10-15 years
may not be full-text online. For this reason, libraries are still a valuable resource to find articles.
To check to see if your article's journal is full-text in any of the databases or here in the Library
in print, follow these steps:
If you see a link for Full Text Finder, click there and it will either automatically take you to the
database that has the full-text of the article, or it will have you View other options, so follow
those instructions.

Step 2 - Check the Library’s journals it has here in print.
To search the Library’s journals it has in print or fulltext online in any of the databases it subscribes to,
click on Journals, A to Z on the Articles page.
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Enter the title of the journal in the search box and click Search.

All journals owned by CSS will be listed. If the library owns the hardcopy of the journal, it will
say CSS Print Holdings. The dates included in the databases and what is here in the Library will
be listed.
If it says Full Text Delay, that means that the article needs to be that old before the full text of it
can be in the online database. Enter your keyword or article information in the Search within
Publication box and click on the magnifying glass to search for the article.
If the Library does have it here in print, come in person to scan it, or if you are a distance person,
then click here for more information on requesting materials
http://libguides.css.edu/RequestingMaterials. If the Library does not have it in print, then you
will need to Interlibrary Loan it (follow Step 3 directions).
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Step 3 – Interlibrary Loan (ILL)
If the Library does not have access to the journal you need for your article, you can still get a
copy of your article through interlibrary loan (ILL). This is a free service and usually takes a
couple of week days to get an article sent electronically to your email or else a week for it to
come in paper.
You see a link for Interlibrary Loan and/or Request. This means that access to the full-text of the
article is only available by freely requesting it with an online form.

Click on the link and then enter your Library card number located on the back of your
student/faculty/staff ID card. It is 14 digits and starts with 20116…The password is your last
name. Then click the Log On button.

The online form will already be filled out with the article’s information and is defaulted to be
sent electronically to your CSS Gmail account. This takes 24-48 hours during the work week.
Just click the box at the bottom of the form saying you abide by the copyright restrictions and
click Go.

Once you click Go, you will be given a statement with your ILL number. This is how you know
your request went through. If it did not, you will see the ILL form again.
The Interlibrary Loan request will automatically be sent to your CSS email, unless you have
chosen “No” for the electronic copy. If you choose “No” a paper copy will be sent to the Library
for you to pick up.
Notes:
Articles sent electronically to your email are only available for 7 days or 5 viewings. Watch
your email for a message from MEDD or MINITEX.
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If you are a distance student, please put Distance Student in the “Notes” box of all interlibrary
loan requests. This will ensure timely arrival of your requests.
The electronic delivery option is available for articles only.
Not all articles are able to be sent via email.
For answers to common questions, contact the library at library@css.edu (218)723-6140.
Watch for an email from MEDD. It will include a link, a pin number, and instructions that you
will need to access your articles from a remote server. Articles are sent in .PDF format. You
will need Adobe Acrobat Reader to access them. Example of an email from MEDD – click on
link and follow the directions.
Do not use Internet Explorer when opening your ILL documents.
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Enter your CSS email address and the PIN given to you in your email message.

Click on View – remember that you can only view your article 5 times and it will only be in your
email for 7 days
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