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Chapter 1: Introduction

What Is FirstSearch?

OCLC's FirstSearch® service is an interactive online information service that gives you vital, timely
information about books, journal articles, films, computer software, and other materials in your subject area.
The FirstSearch service is a product of OCLC Online Computer Library Center, Inc., a nonprofit membership
organization serving libraries and educational institutions worldwide.

How Much Does It Cost Me To Use FirstSearch?

At this time it costs you nothing to use FirstSearch. However, the library pays a fee, about 85 cents, for each
search you do. Please read this manual carefully so that you will know how to search the databases
efficiently, thereby helping us to save costs so we can continue to offer FirstSearch to you at no charge. You
must pay the costs for any articles that you decide to order through Interlibrary Loan or directly from FirstSearch.

What Do | Need To Access FirstSearch?

FirstSearch is available via the World Wide Web as an online service paid for by the Rockhurst University library.
This means the computer that hosts the online service you are using is not physically here at Rockhurst but located
in another state. Also, as an online service, this means that you cannot use this service unless an institution like
Rockhurst University is paying for it on your behalf. It is not a free website that anyone can use.

Rockhurst University uses a "password protected™ version, with about 32 databases. Each database is a
collection of resources assembled into a single unit for a specific topic area. This version is only available to
Rockhurst currently enrolled students and current faculty and staff. It requires the use of an authorization
number and a password. This version may be accessed on or off-campus.

This instruction packet will give you step-by-step instructions. You will need to have a web browser such as
Mozilla, Netscape, Internet Explorer or another browser provided to you through your Internet Service Provider
(AOL, SBCGlobal, etc).

Rockhurst University Email Account

One of the best features of FirstSearch is the ability to transfer your search results into an email account for
archiving the results, creating bibliographies a
account, go to Computer Services in Conway Hall and ask to have an account set up. This process takes only a few
minutes. If you want to access your Rockhurst email account from your home computer, ask Computer Services



for instructions. Ask the Computer Services staff for any instruction sheets, which will show you how to use
email. Due to the inability of free email accounts to handle the file size of lengthy documents, it is
recommended that your Rockhurst email account be used when sending records to an email account. You
may email individual records or in groups up to 100 records per transfer.

If you are a student, your email address will be lastnamefirst initial@rockhurst.edu. If you are faculty or staff, your
account name will be your first name and your last name. Your email address would be
Firstname.Lastname@rockhurst.edu.

Accessing FirstSearch

Currently there are two options to access FirstSearch:
1) You will need to enter the web address for the FirstSearch login screen at http://firstsearch.oclc.org.

2) Go through the Rockhurst University library website at http://www.rockhurst.edu/services/library. Click on

“El ectronic Resources” on the menu on the | eft
of Li brary DatababkestdownOhhéeéhssr paget scthbe “F”
“Vendor"’ click on the word “FirstSearch” to rea

The FirstSearch login screen requires an authorization and password. The authorization is <authorized users
only-ask at library>; the password is <authorized users only-ask at library>. Click on “St
“Wel come to FirstSearch” home screen.

Password Changes

In order to protect the security on our FirstSearch account, a librarian will periodically change the FirstSearch
password. Generally, this will be done at the end of every semester. This means that during each new semester an
authorized FirstSearch user must come into the library and present their Rockhurst University ID card to get the
new password. The password will never be given over the telephone or by email.

The library maintains a list of authorized users of FirstSearch. Authorized users of FirstSearch are:

a. Currently enrolled students at Rockhurst University who have received FirstSearch training;

b. Current employees of Rockhurst University who have received FirstSearch training.
Should authorized users give out the password to non-authorized users thus causing a breach in the security
on the password and a librarian detects non-authorized use of FirstSearch, then the password will be
immediately changed to protect the account. All authorized users of FirstSearch will then be required to

come to the library and present their Rockhurst University ID in order to receive the new password. The
password will never be given over the telephone or by email.



Help When Using FirstSearch

There are three easy ways to get assistance when you are using FirstSearch:

1.

3.

Online Help Function

Use the Help “ action to see information about using FirstSearch. Click on the "Help" icon located
in the gray tool bar at the top of the screen. FirstSearch displays a menu of help topics. Follow the
screen instructions to select your online help topic.

FirstSearch Tutorial

FirstSearch provides a tutorial on using the system from their website. The address for the FirstSearch
Guided Tour is http://www.oclc.org/firstsearch/about/tour/default.htm.

Ask a Librarian

If you need any assistance with FirstSearch, stop by the Information Desk in the library and ask the
Librarian for help. If you are off-campus, call the Information Desk at 816-501-4188 and ask for
assistance.

How Do | Get Out Of FirstSearch?

Click on the

Ex=it

icon at the top right portion of the page, below the Rockhurst logo, to logoff your FirstSearch

session. Always logoff before you close down your browser. Closing the browser without logging off may result
in your leaving a "live" FirstSearch screen up and allow unauthorized users access to FirstSearch.



Chapter 2: Databases

What Is A Database?

A database is a file of records that have a common subject or purpose. Each record in a database file is
comprised of fields of data.

In FirstSearch, the most common type of database is a bibliographic database. The records in this type of
database include fields such as author name, title of publication, year, volume number, pagination, publisher,
abstract, etc. Bibliographic databases do not give the text of the materials that they identify.

Another type of database in FirstSearch is a full textdatabase. A full text database will give you the text or the

numerical data, as well as the bibliographic data that identifies it. FirstSearch has very few full text databases in
it, so the extra step of finding the material identified by the FirstSearch database is necessary.

Selecting Databases

A complete list of FirstSearch databases is included at the end of this chapter. Upon entering FirstSearch, you
can select a specific database or choose a database by topic area.

To proceed to searching a particular database by combining search terms, select the database you want from the
"Jump to Advanced Search—Select a Database to Search™ drop down menu.

.
0% m Rockhurst University Greenlease Library @ s

FirstSearch Home | Periodical Holdings | Online Catalog | Research Guides

* Welcome to the OCLC FirstSearch service, connecting you to information in a wide range of subjects in 37 databases,
* Looking for a general database to search? Try:

ArticleFirst - articles | WorldCat - sooks et
® [f vou have saved searches, you can access them here: Previous Searches

Databases Resource Sharing Staff Wiew | My Account | Options | Comments | Exit | Hids tips
T L e L7

Intro News Help

Search for: |
In: |—Se|emaT0picorDatabase— j
Search | Clear |

Jump to Advanced Search: |- SelectaDatabase to Search— =]




To see a list of all databases and get information about them, click on "List All Databases" in the blue
navigation menu located directly under the "Databases" tab.

irstSearch Rockhurst University Greenlease Library @ BOCKEURST

List All Databases | Periodical Holdings | Online Catalog | Research Guides
® Choose the databases vou want to search (Up to 30 and then click on Select.
® Databases missing some new FirstSearch features are displayed like this, Dafabass*,
* Looking for a general database to search? Try;
ArticleFirst - articies | WorldCat - pooks et
Home Resource Sharing Staff View | My Account | Opfions | Comments | Exit | Hide tips
Current database: Nohe
Help
Select Clear |
Select Database Description Updated Info Full Text
1 AGRICOLA Materials relating to all aspects of agriculture, forestry, and animal science 2004-12-07 @ B
I AHSearch Arts and Humanities Citation Index 2005-01-12 @ E
I AltPressindex Indexes journals covering cultural, econamic, political & social change 20050104 @ B
| AltPressindexrchive Index of journals (1969-19907 covering cultural, economic, political & social change  2002-12-10 @
[C  ArticleFirst OCLC index of articles from the contents pages of journals 2005-01-15 @ B
1 BasicBIOsIS Basic information about biology and other life sciences 2005-01-07 @ El
1 BioDigest Lite-science information wrrithen in a non-technical style 2005-01-12 @ B
©  BoocksIrPrint In-print, out-of-print, and forthcoming books, audios and videos, with optional reviews 2004-12-02 @
[ BusDateline Regional information wital to businesses 2005-01-13 @@ E

In the blue navigation menu directly under the "Databases" tab click on "List Databases by Topic" to see the
first group of databases by topic. Click on the down arrow key next to the "Topic area" box to change the topic.
Select one or more databases from the screen by clicking in the boxes under "Select Database". Then click on
"Select" at the top or bottom of the database listing.

"I ‘ FirstSearch Rockhurst University Greenlease Library @ ROCKHURST

List Databases bv Topic | Periodical Holdings | Online Catalog | Research Guides

® Choose the databases you want to search (Up to 3) and then click on Select.
* Databases missing some new FirstSearch features are displayed like this; Dafabass™,

Home Resource Sharing Staff View | My Account | Cptions | Comments | Exit | Hide tips

(7] Current database: None  Current Topic: General
News Help

Topic area: |General |

Select | Clear |

Select Database Description Updated Info Full Text
[ ArticleFirst OCLC Index of articles from the contents pages of journals 2005-01-18 @ B
[T Dissertations  Dissertations and theses from instibutions in Morth America and Europe 2004-12-17 @
" Ebooks OCLE catalog of online electronic books available through libraries worldwide 2005-01-19 @
[ Perfbs Periodical abstracts from general and academic journals 2005-01-13 @ B
I SIRSRessarcher Social, sclentfic, economic, and political issues worldwide 2004-12-14 @ B
" UnionLists Ligt of periodicals Reld by OCLC member libraries (5]
C wWilsonSelectPlus Full text articles inscience, humanities, education and business 2005-01-11 @ B
[ WorldCat OCLC catalog of books and ofher materials in libraries worldwide 2005-01-10 @

Select | Clear |




List of FirstSearch Databases

Arts & Humanities

AH Search Arts & Humanities Citation Index.

Media Review DigesReviews of educational media and entertainment resources.
Wilson Select Plus:ull text of selected periodicals.

Biography
Wilsan Select Plugtull text of selected periodicals.

Business & Economics
Business and Industngitations on business and industry articles.

Business and Management Practid&ssiness and management practices articles with .

Business DatelineCitations on regional business articles.

Business Organization®irectory of organizations that serve business and industry.
Disclosure Financial reports on publicly owned companies.

Econlit. An index of economic literature.

Wilson Select Plus:ull text of selected periodicals.

WorldscopeFinancial reports on companies worldwide.

Conferences & Proceedings
Papers FirstAn index of papers presented at conferences.
Proceedings.An index of conference publications.

Consumer Affairs & People

Consumer IndexAn index of articles providing consumer information.
CWI. Contemporary women's issues on health and human rights.
News AbstractdNewspaper abstracts from over 25 newspapers

Education
Dissertations.Dissertations completed at U.S. educational institutions.
Media Review DigesReviews of educational media and entertainment resources.

Engineering & Technology
Papers FirstAn index of papers presented at conferences.
Proceedings.An index of conference publications.

General

ArticleFirst. Index of articles from nearly 12,500 journals.

Dissertation AbstractAb st r act s of di ssertations
Periodical AbstractsAbstracts to articles on a variety of subjects.

SIRS Researchdtull text articles on social and political issues.

Wilson SelecPlus.Full text of selected periodicals.

World Cat.Catalog of books and other materials in libraries worldwide.
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General Science
GEOBASEWorldwide literature on geography and geology.
Wilson Select Plusull text of selected periodicals.

Life Sciences

AGRICOLA Materials relating to all aspects of agriculture.

Basic BIOSIS An index to a wide range of bioscience articles.

Biology DigestNon-technical digests of articles in biology, ecology & health.

Medicine & Health

Consumer IndexAn index of articles providing consumer information.
CWI. Contemporary women's issues on health and human rights.

Fact SearchFacts and statistics on topics of current interest.
MEDLINE. All areas of medicine, including dentistry and nursing.

News & Current Events

AltPressindexindexes journals covering cultural, economic, political and social change.
Business DatelineCitations on regional business articles.

News Abstract$\Newspaper abstracts from over 25 newspapers.

Periodical AbstractsAbstracts to articles on a variety of subjects.

Public Affairs & Law
AltPressindexindexes journals covering cultural, economic, political and social change.
Fact SearchFacts and statistics on topics of current interest.

GPO Monthly CatalogCatalog of publications from agencies of the US government.

Quick Reference

BooksInPrint.In-print, out-of-print, & forthcoming books, with reviews.
FactSearchFacts and statistics on topics of current interest.

Media Review DigesReviews of educational media and entertainment resources.
WorldCat. Books and other materials in libraries worldwide.

Social Sciences

AltPressindexIndexes journals covering cultural, economic, political & social change.
CWI.Full text of publications concerni
Econlit. An index of economic literature.

Wilson Select Plus:ull text of selected periodicals.
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Chapter 3: Periodical Types and Interpreting Citations

Periodical Types: Scholarly, Trade or Popular?

One of the most important steps in using appropriate resources in the research process is to recognize that there is a
significant difference between types of resources. This is especially true when research is done which requires looking at
articles that appear in journals, magazines and newspapers.

When doing research in higher education students are usually required by their professors to use more advanced
types of publications for their term papers and other projects. Advanced "magazines” are referred to as scholarly
journals. In fact, some professors will be adamant about NOT using articles from "popular" magazines.

Here are some guidelines to help determine whether an article is from a scholarly journal or a popular magazine:

SCHOLARLY TRADE POPULAR

Articles are short in length,
Aurticles average 2-5 pages but provide [sometimes only a couple of
depth because of the focus on a columnson a page. This allows
profession. only an overview of the subject.

Articles tend to be longer in length,
provides more depth of information.

Bibliographies or references are Bibliographies or references are not
included at the end of the article. This |usually included.

allows the reader to try to locate these

materials to further their knowledge

of the subject or test the research

methodology described in the article.

Bibliographies or references are
rarely included. The reader must
rely on other resources to identify
additional materials on the
subject.

Authors are often generalists and
Authors are usually from the journal |articles are sometimes unsigned.
staff and are signed by the authors The reader often cannot verify if
the author is truly knowledgeable
about the subject.

The authors, who are experts in their
fields, sign articles.

The intended audience is the Audience is the industry or profession

scholarly reader, such as professors, |membership The intended audience is the
researchers, and undergraduate or general population, so no
graduate students and is presumed to previous knowledge on the

have basic knowledge of the subject subject is assumed by the author.
matter.

The articles include complex The articles include complex |Simple vocabulary is used to

vocabulary or the jargon of the field. |vocabulary or the jargon of the field. appeal to the layperson.

If illustrations (such as maps, tables
or photographs) are included they
support the text of the article.

Often profusely illustrated in
color and on glossy paper for
marketing appeal.

If illustrations (such as maps, tables
or photographs) are included they
support the text of the article.



Interpreting Citations Found in FirstSearch

1. Below is an example of a scholarly journal article citation. Note the title is in blue followed by the words Author and
Source. To begin locating the full text of this journal article you will need to use the library's Periodical Holdings List
and type the source name into the search box. The volume, issue, date of publication, and the pages of the article follow
after the Source.

Another bawdy allusion in Hamlet?.
Author: Edelman, Charles. Source: English Language Motes v, 32 (Mar. 1995) p, 22-3 Libraries Worldwide: 229 .
Wigw Full Text in HTML Formal ¢ eonsekec ey

2. Below is an example of a book citation. The title is in blue followed by the Author, Publication (publisher), In (year
of publication), and Document (book).

Shakespeare, Rabelais, and the Comical-Historical
Author: McLoughling Cathleen T,

Publication: Peter Lang Mews York, MY 2000
In: (2000%:
Docunent: book:

See more dekails For locating bhis iten

3. Below is an example of a dissertation citation. Again the title is in blue followed by the Author, Source information.
The Document Type indicates that it is a citation to a dissertation abstract that includes the volume, issue, date of
publication, and starting page number after the word Source. Dissertations are generally not available through
Interlibrary Loan and may be available for purchase through a vendor. Ask a Librarian for assistance in order to
determine the best means to locate the dissertation.

It's ..." Shakespeare: English Renaissance Drama and Monty Python
Author: Larsen, Darl Eugene Source: Dissertation Abskracts International, Section &: The Humanities and Social Sciences 61, no, 12 {2001

Junel: p. 4787 Doc. Type: dissertation abstract @ See more details For locating this item

4. Below is an example of an analytic record that is located in a collection of literary works or essays. Notice that the title
is in blue followed by the Author's name. Next is the word In and the title of the book in which this record is located is
indicated after In followed by the date of publication.

Comedy without laughter: Jewish characters in comedies from Shylock to Nathan.
Author: Berghahn, Klaus L, In: Laughter unlimited, University of Wis, Press, 1991 Record Type:
analykic @ See more details For locating this iberm

From these examples one can see how important it is to correctly interpret a citation in order to easily locate the
item in the library.



Formulating Your Search Strategy

Chapter 4: Search Strategy

The key to successful searching on any database is the work you do before you ever start typing something into
the database! Read the following sections on preparing a search strategy and checking vocabulary carefully to
prepare some search strategies on paper. Rarely will there be one perfect search strategy. You will probably find
that you will need to do 2 or 3 searches, perhaps with variations in your vocabulary or the way you include
AND, OR or NOT in your search statements, in order to find the records that come closest to your subject. The
preparation you do ahead of time will increase your rate of success and help to keep the costs of searching down

for the library.

Sample Search
This is an example of how to take a subject and break it down into usable search words:

I need information ordgducation prograrms for students in remote Iocation@ia

Subject:

Databases:

Search Strategies

(1) ERIC  <These is an education database>
SUBJECT A SUBJECT B SUBJECT C
o (“student s|” i
as this term is implied
Ed ion Australia since an education
Pregra database will bg used)
T°hi s hrase¢ won't wor k[ i n

this database. Instead use:

Distance
Learning

Distance

Education

(1) distance learning and Australia (2) distance education and Australia

(3) distance education or distance learning and Australia <This is the most efficient search>

10



Search Worksheet

Use this worksheet to help you formulate your searches before using FirstSearch.

1. On the Subject line, describe the information you want to find. Circle the most important subject terms. Most
searches will have 3 or less subject terms in them.

2. On the Databases line, list the FirstSearch databases you think may have the information you need.

3. Place each subject from your subject |ine in or
c”.

4. Once you have your subjects in separate boxes, list synonyms underneath each one, if there are any.

5. Check the subjects and their synonyms in the online or print subject thesaurus for your database or the Browse
Index section of each FirstSearch database you plan to use. Did you find a match for your subject? If so, you
know that this subject is acceptable in that database. If not, then one of the synonyms for your subject might
actually be the acceptable word to use. If none of your subjects work, ask for assistance from a Librarian or
from your teacher.

6. Onthe Search Strategies| i ne, string your valid subjects toge
between synonyms. You have created a search strategy that should bring up relative records from the
FirstSearch databases you search. See the "Sample Search™ on the next page.

Subject:

Databases:

Search Strategies

SUBJECT A susjecte  (AND SUBJECT C

11



Chapter 5: How To Search

Advanced Searches

When you enter FirstSearch select the Advanced Search screen. This is the search option that most
searchers find the easiest to use. Advance searches allow you to string together subject terms and control the
quality and the amount of search results you will see.

"IH FirstSearch Rockhurst University Greenlease Library @ K e

MEDLINE Advanced Search | Periodical Holdings | Cnline Catalog | Research Guides
& Enter search terms in one or more boxes and click on Search.

Home Databases Resource Sharing Staff View | My Account | Options | Comments | Exit | Hide tips
& & @8 Current database: Medline

Subjects News Help

Search Clear |
|MEDL|NE -| @ (updated: 2004-12-09)

Search in database: All areas of medicine, including dentistry and nursing

Search for: [physicians | Subject -
[and =] [ [keyword B
[and =] | [eyword -
Year [ (format YYYY-YYYY)
Abstract Indicator  [NoLimt =]

Limit to: Article Type Phrase  [MNo L.imn =
Language Phrase Enlish -
Record Status Phrase | No Limit |

Record Type Phrase  [NoLimit =]
Limit to: [ g Full text @

Limit availability to: Library Code [~ Find codes..

Rank by: |Noranking @
Search Clear |

You can enter up to three separate search terms, connected with the Boolean operators: AND, OR, NOT.
Advanced searching also allows you to limit your search results by year of publication, document type, language
and additional options depending upon the database you are using.

Select the type of search you will do--subject, title, author, or some other type. Each database provides a

variety of ways to search. You can find out which searches are valid for a particular database by clicking on the
down arrow next to the "Keyword" box.

12



Checking Vocabulary And Spelling

A subject heading is a word or group of words that describes a library resource. These subject headings are
standardized and then used to classify library resources.

A preferred subject heading uses the preferred spelling and format under which many similar subject headings
may fall. For example, for some databases, physicians may be the preferred subject heading for medical
doctors and doctors, and is to be used instead of these other terms.

Click the Subjects icon to browse the list of subject headings. This feature is useful when you need to
refine the search terms you have chosen or when you are looking for alternative search terms to broaden the

scope of your search. Use Subjects to browse for subject headings based on a term or concept. This
function is available only for selected databases.

For an alphabetical list of subject headings, use the Browse Index&&=2¥ feature. Use this feature before you

start your search to:

Check to make sure the word or phrase appears in the database you are using.
Check how many records contain the word or phrase.

Check the spelling of a word.

Check for variant spellings or word endings.

Check for an exact author name, title, subject or other phrase.

Verifying your search terms and spellings before you search will improve the quality of your search results.
Enter your word or phrase in the "Search For" box, then click on the down arrow key of the Search box to select
the type of search you will do. Remember that phrases can only be searched when you choose a Search
option that indicates the search will look for an exact phrase of two or more words, i.e. subject heading
phrase.

Click on the Browse Index button to search the word or phrase in the vocabulary list for your search option.
When you use the Browse Index option, FirstSearch displays an alphabetical list of words. Each numbered line
of the wordlist shows the number of records that word or phrase would retrieve. You can pick from the wordlist
an individual word or phrase to search in the database by clicking on any highlighted word. This action places
the word or phrase directly into the "Search For" box. Once you have verified all your terms individually, return
to the Advanced Search screen.

Boolean Searching: Using AND, OR, NOT To Combine Search Terms In Advanced
Search

The Boolean operators AND and OR are used to combine terms in a search, but they have different effects.

The AND operator enables you to narrow the focus of your search by specifying that the search results contain
not only one search term, but also another.

Example: Find articles on European history. Type history and Europe

13



In the preceding example, the search will retrieve only records that contain both history and Europe as
subjects. The search returns fewer records than if only one of the search terms were used alone, but the
search results should be more relevant to your information needs.
The OR operator widens the scope of a search. In the following examples, using OR retrieves the records
specified by the first search term, and also the records specified by the second search term.

Examples: Find articles written by either the authors Smith or Jones: Type smith or jones
Because the OR operator can produce large sets of records, it should be used with care. If you use the
OR operator, use it with narrowly focused search terms.

The NOT operator is used to narrow the focus of a search by locating records containing one search term but
not another.

Example: Find articles about jazz as subject but not blues as subject  Type: jazz NOT blues AND
music

Plurals, Truncation, And Wildcards
Plurals

To search for a word and its plural form, add a plus sign + to the singular form. The plus + will search for any
plural formed with either -s or -es. For example, giraffe+ retrieves all records that contain giraffe and giraffes

To search for the plural of words that change form, such as mouseor story, search for both forms and combine
them with the Boolean operator OR. For example, to retrieve mouseand its plural, search for mouse OR mice.
To retrieve storyand its plural, search for story OR stories.

Truncation

Truncation allows you to search for a term and its variations by entering a minimum of the first three letters of
the term followed by an asterisk. For example, ecor¥ retrieves records that contain econometricseconomics
economistetc. Be careful when using truncation to search for plurals. A search for ind* will retrieve
records containing index, indexes, and indices, as well as those containing hundreds of other words that
begin with ind-- such as India, induce, and indolent.

Wildcards

Wildcards are used to represent from zero to any number of additional characters in a search term. They are
useful when you are unsure of spelling, when there are alternate spellings, or when you only know part of a
term. Wildcards cannot be used at the beginning of a term.

FirstSearch recognizes two wildcards:

A pound sign # represents a single character. You can use this in words that are at least 4 characters in length.
For example, this would not work with the word "man".

14



wom##n retrieves records containing womanand women

A question mark ?, alone or with a number, represents from zero to any number of additional characters. Include
a number if you know the maximum number of characters the wildcard will replace. Otherwise, use the question
mark ? alone to represent any number of characters within a single term, including no additional characters.

Colo?r retrieves records containing color, colour, colonizer, colorimeter
Colo?1r retrieves records containing color, colour, but NOT colonizeror colorimeter

Adjacent Terms (Proximity)

To find terms within a certain distance of other terms, use the proximity operators w or n followed by a number.
You can string together multiple terms and proximity operators, such as curator n2 art w3 forgery, and you
can use phrases with a proximity operator, such as space shuttle n4 orbit.

W (with)

Type w between two terms to search for records containing both terms, in the order typed, with no words
between them. Type w and a number (1-25) between two terms to search for records containing both terms in
the order typed with no more than that number of other words between them.

aluminum w wiring  records containing first aluminumand then wiring with no other words between them
aluminum w2 wiring records containing first aluminumand then wiring with no more than two other words
between them

N (near)

Type n between two terms to search for records containing both terms, in any order, with no words between
them. Type "n and a number (1-25) between two terms to search for records containing both terms, in any order,
with no more than that number of other words between them.

overview n 1998 records containing overviewand 1998with either word appearing first and with no
other words between them

chicken n3 egg records containing chickenand eggwith either word appearing first and with no more
than three other words between them

Using Limits

Use the "Limit to" action either before or after a search to limit the number of records retrieved by your search.
Limiting before a search is more cost efficient as the cost of the limit is included in the search. Limits done
after records are retrieved are charged to the library as additional searches.

Some examples of limits are:
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Year years in which books or articles were published

Language language in which a book or article was originally written

Document Type books, dissertations, journal articles, article types, e.g., features, news, editorials
Using the ""Limit to™ action before a search
On the search screen use the down arrow key next to the type of limit you want to do to select one or more
limits to be used in your search. Some of the limits are pre-selected; others require you to type data into the
limit box. FirstSearch performs the search with the limits you selected.

Using the Limit action after a search
The Limit action is frequently used following a search, in instances where your search has retrieved too many
records. Limits done in this fashion are charged separately to the library as additional searches, so try

E—
not to needlessly limit search results. Click on the Limit icon at the top of your search results page to
display the limit options on the search screen.

Reusing limits

You can use the limits from your previous search in a new search. To do this, enter a new search term in the
search term boxes, but leave the limits the same.

Basic Searches

This search option allows one word or phrase to be used at a time. Usually this is NOT the best search option
unless you are doing a very simple search. The fields that are searched are limited and large numbers of search
results often occur.

—
m” FirstSearch Rockhurst University Greenlease Library @ 'E_ﬂifl.fllﬂmﬁf;'_

MEDLINE Basic Search | Periodical Holdings | Online Catalog | Research Guides

« Enter search terms in one or more baoxes and click on Search.

Home Databases Resource Sharing Staff Wiew | My Account | Options | Comments | Exit | Hide tips
(Basic Search IAduanced Sm SearchIPrevious Searches JEFTETERE
6 Current database: MEDLINE
Intro News Help
Search in database: ATIEaE:'z:S of medicir:e,?'lc(lgcﬁ)iigtggr:tizs[:?ytrl'lﬁ_r?t?r)sing
Keyword | @
Author || @
Title | 7]
Source | {journal, magazine, or newspaper name) @
Year | {format YYYY-1vvY) @
Limit to: T B Full text @
Search | Clear |
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Expert Searches

Expert searching allows the user to type in all commands and search operators, including wildcards and
truncation. This offers the most sophisticated level of searching and is best used by experienced searchers. It is
recommended that the Help information be thoroughly read before using this search option.

([)E‘ II” FI rstSea I'Ch Rockhurst University Greenlease Library @Eﬂg‘."f.‘ﬂ;ﬁ#-
| Petiodical Holdings | Online Catalog | Research Guides

MEDLIMNE Expert Search
« Enter search terms in one or more boxes and click on Search,

Home Databases Resource Sharing Staff View | My Account | Options | Comments | Exit | Hide tios
(Basic Search IAdvanced Search I Expert Search IPreuious Searches JEEEFEED
: Current database: Medline
Index Subjects News Help
Search in database: "MEDLME . .:lv e (Updated: 2004-12-09)
All areas of medicine, including dentistry and nursing
=
Search for:

=

Additional Search Options

Librarians advise to use cautiously due to limitations. An option to identify the best database for you to use
for your search is to click on " Suggest Best Databases" directly under the "Databases” tab. Enter your search
word or phrase. Select the topic area by choosing a topic in the "Limit to topic™” box and click on "List".

—
([)E‘ II” FirstSearch Rockhurst University Greenlease Library @ 'E‘Jif:.f\'fn:wﬁf;'
| Periodical Holdings | Online Catalog | Research Guides

Suggest Best Databases

« Type words that the best databases for vour search must contain,
« Limit fo a database topic area and click List.

« Estimated results for your words will appear next to each database.

Home Resource Sharing Staff Wiew | My Account | Options | Comments | Exit | Hide tips
List All Databases J List Databases by Topic ISuggest Best Databases
Current database: None
Help

Type one or more words:
Must contain [cancer
& Keyword © Author © Source

Select a database topic area:
Limit to topic [Medicine/Healh, Consumer =]

Clear |

Each database will be listed for that topic area with the possible number of records that matched your search
terms. Click on the database name to enter the database and execute the search. You can also select multiple
databases to search at one time by clicking in the "Select" box next to each database name, then clicking on the
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"Select" button above or below the database list. This search across multiple databases is limited especially
for ""Subject' searching since there is no access to a database thesaurus or the Browse Index functions.

(B% H Fl rstSearch Rockhurst University Greenlease Library @ 'E.ﬂif‘.fllﬂmﬁf;'_

List Databases by Topic | Periodical Holdings | Online Catalog | Research Guides

« Choose the databases you want 1o search (up to 3) and then click on Select,
« Databases missing some new FirstSearch features are displayed ke this; Ogfabase®,

Home Resource Sharing Staff Wiew | My Account | Options | Comments | Exit | Hide tips
List All Databases I List Databases by TopicISuggest Best Databases J[EE

Current database: None  Current Topic: Medicine /Health, Consumer
Estimated results for: cancer

News Help

Topic area: IMBd\Ciﬂe!HeaHh, Consumer j

Select Clear |

Est.
Select Results Database Description Updated Info Full Text
r 580000 MECLIMNE All areas of medicine, including demtistry and nursing 2004-12-09 @ B
r 25000 WorldCat OCLC catalog of bocks and ofer materials in libraries worldwide 2005-01-20 @
r 3400 FactSearch Facts and statistics on topics of current interest 2004-10-14 @ B
r 1500 Consumerindex Index of articles providing consumer information 2004-10-12 @ B
r 870 O Contemporary Women's Issues (health and human rights) 2005-01-17 @ B

Select Clear |
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Chapter 6: Search Results

Viewing Records

When you enter a search, the results appear as a List of Records. Ten records are displayed in the list at a time,
listed in the order in which they were added to the database, with the most recent first. This does not necessarily
correspond to the publication date of the material, so be aware that records with older publication dates can
appear before records with more recent dates. Use the sort function to organize your search results by
publication date.

To view a record, click on the highlighted title line of the record. Depending upon the database you are
searching, the record displayed may include author, title and publication data. Some databases also have an
abstract of the material following this bibliographic information.

In the Detailed Record, to identify if the library owns a journal, magazi ne or newspaper,

at Rockhurst Univ” I|link in the External Resource
a copy of the article. | f s o, t hendgdrovide koe with golinkgoe w
the article or journal. I f there is a "“Sorry, n

does not have the article. Scroll down the page and click on the Get Article from another libraryink to submit

an interlibrary loan request. Also on the results page isalinkto “ Per i odi cal s Hol di ngs
in the right hand corner. An additional message, "Connect to the catalog at Rockhurst University", will link you

to the Rockhurst University online catalog, where you can check for ownership of books, audiovisuals,
government publications, periodicals and other items.

%)E\ IIIH Fi rstsearch Rockhurst University Greenlease Library @ EA(J)F[::[IJ'-\!\TE:YI ]

Consumers Index Detailed Record | Beriodical Holdings | Online Catalog | Research Guides

e Click on & checkbox to mark 3 record o be e-mailed or printed in Marked Records.

Home Databases Searching Results Resource Sharing Staff Wiew | My Account | Options | Comrments | Exit | Hide tins

(List of Records IDetaiIed Record ]| Marked Records

- , Consumers Index results for: su: cancer. Record 1 of 555.

ILL E-mail Print Export Help
<] Mark:
Prev Next

GET THIS ITEM

Availability: « §¥Search the ratalng at Rockhurst Univers ity tn Find Books, Audiovisuals, Gov't Publications.
+ Reqguest this itern from another library (Interlibrary Loan)

External Resources: e Get article at Rockhurst Univ
FIND RELATED
More Like This: Advanced options ...
Title: Adjuvant Therapy for Breast Cancer: An Additional Hope.
Source: Mayo Clinic Heath Letterv.22 no.5 (May 2004} p.1-3
Standard No: ISSN: 07416245
Language: English

Abstract: Explains adjuvant therapy for breast cancer aims to eliminate any remaining cancer cells despite the lack of any wisible cancer left. Discusses chemotherapy, hormonal therapy, combination
therapy, factors to consider, and how to make an informed decision. Sidebars highlight a new technigue, watchful waiting, and other adjuvant therapy options.

SUBJECT(S)

Descriptor: Breast -- Cancer
HEALTH, NUTRITION, AND PERSOMNAL CARE - HEALTH AND HEALTH CARE -- BREAST CANCER -- General

Accession No: ClI00487608
Database: Consumerindex

In a record you may see an icon & that looks like a library building and the green words "Rockhurst Univ"
indicating the item is owned by Rockhurst University. This information is not always current so do not use
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the ownership message in FirstSearch to rely on the Rockhurst University library or any of the libraries
on the list actually having an item.

Moving Between Records In Search Results

When you are in a record that is part of your search results you can easily move between the records without
having to return to the search results list by clicking on the on the Next or Previous buttons. To return to the
search results screen from a record click on the "List of Records" tab located under "Home" on the blue
navigation menu bar.

Relevance And Date Ranking

Organize your results list by selecting the Relevance or Date option in the "Rank by: " search box.

Relevance ranking organizes the results of a search to display the most relevant records at the top of the results
list. Moving down the list, records become less and less relevant to the key search terms entered in the search.
Only the top 1000 ranked records will be displayed.

Though the default reverse chronological display lists the most recently added records first, they may not present
the most relevant information on your topic. For example, if you search for information on the unification of
Germany in 1990, information on the after effects may appear first on the results list. However, if you choose to
focus on the 1990 unification event itself, a rank by relevance can bring to the surface those records that focus
most heavily on your terms.

Relevance ranking in FirstSearch is based on a number of criteria:

e Search terms in the record -- The number of search terms that appear in the record. The relevance
weight increases as more of your search terms appear in the record.

e Proximity of the terms -- The distance between search terms in the record. The relevance weight
decreases as more words appear between search terms.

e Uniqueness of the terms -- The number of times a search term occurs in a record relative to the number
of times the same term occurs in the rest of the database. If the search term occurs 10 times in a single
record and 100 times in the entire database, that record's relevance weight will be higher than for a
record in which the term appears only once.

The combinations of these weighted criteria are used to evaluate a record's likelihood of satisfying the intent
behind your search.

Date ranking displays your search result records with the most recently published items appearing first on the
list and the oldest item at the end of the list.
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Sorting A List Of Records

Records retrieved in a search are numbered and listed in the order in which they were added to the database. The
most recently added record appears first. When searching in multiple databases, records will be grouped by the
database from which they were retrieved. The groups will be alphabetically arranged by database name.

If your search has retrieved between 2 and 200 records you can sort the list of records by author, title or dates, in
either ascending or descending order. Important: The sort option is not available for less than 2 records or

more than 200 records. To sort your list of results, click the Sort % icon located below "List of Records”
tab. Select your sort options and click Set to sort and return to the List of Records screen.

—

%)E" II Fi rstsearch Rockhurst University Greenlease Library @ Eﬁi{:|\'jlll!\:w':\j;[
Set Options | Beriodical Holdings | Online Catalog | Besearch Guides
» Choose options and click on Set,

» Click the Set and Save button to use these options everytime you log in,
e Sortrecords from this search by | Number of Libraries | Author | Date | Source | Title |
Home Databases Searching Results Resource Sharing Staff Wiew | My Account | Options | Comrments | Exit | Hide tins
(List of Records IDetaiIed Record | Marked Records J€]
) &
Return Help

[No sar]
[No sorf]
Sort by: |[No sor]
[No sar]
[No sorf]

@ Ascending { Descending
Lo Ascending 8 Descending
@ Ascending © Descending
@ Ascending { Descending
Lo Ascending 8 Descending

Leledlele]L«

Record list size:

T

E-mail address:
JavaScript: € Off © On
Screen size: | © Small © Medium ' Large
Framed links:  © Off © Dn
Character set: | & Standard ' Unicode
Colors: € Blue O Green (' Gray ¢ Classic  Initial

Set Set and Save | Clear |

Marking Records

On each "List of Records" screen, click on the checkbox in front of each entry whose record you want to view.
You may mark them individually, or you may click on the "Mark All" button at the bottom of the screen to mark
all records on the current screen. You must do this on each screen and you may mark up to 100 records. To
remove a check, click on the box again or click on the "Clear All" button at the bottom of the screen.
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Il” FirstSearch Rockhurst University Greenlease Library @ 'E(J)rf..','.ljlml.,,',?.\:,[ [l

Consumers Index List of Records | Beriodical Holdings | Online Catalog | Research Guides

o Click on a title 10 see the detailed record,
s Click on a checkbox to mark a record to be e-mailed or printed in Marked Records.

Home Databases Searching Results Resource Sharing Staff Wiew | My Account | Options | Comments | Exit | Hide tips

‘ List of Records IDEtaiIed Record I Marked Records

=y, 53 & &) O SO & Consumers Index results for: su= "breast cancer". (Save Search
OO O PO (save Search)

Sort Related Related Limit E-mail Print Export Help Records found: 150
Subjects Authors

T
Prev Next
1. Adjuvant Therapy for Breast Cancer: An Additional Hope.
Source: Mayo Clinic Health Letter v.22 no.5 (May 20047 p.1-2  {E).See more details for locating this item

¥z  Long-Term Insurance for Breast Cancer Survivors.
Source: Johns Hopkins Medical Letter Health After 50 v.16 no.2 (apr 2004): p.3,7 (@) See more details for locating this item
a BreastCancer.org. [Web links
Author: Aschwanden, Christie; Slater, Lauren Source: Health v.17 no.8 (Oct 2003): p.135-149,212-218 Libraries Worldwide: 2887 &} ROCKHURST UNLY (@) See rore details for locating this item

4. The Spirited Walker. [Web links1
Author: Aschwanden, Christie; Slater, Lauren Source: Health v.17 no.8 (Oct 2003): p.135-149,212-218 Libraries Worldwide: 2887 & ROCKHURST UNLY (@) See more details for locating this item

To view the marked records, click on "Marked Records" on the blue navigation menu bar at the top of the
screen. The default is to view the brief display of the records. To see the detailed record, click on "Detailed"” at
the top of the list of records. You can add a detailed record to your marked records by clicking in the checkbox
at the top of the detailed record.

(B% IIH Fi rstsearch Rockhurst University Greenlease Library @ EA(J)F[::[IJ'-\.I\TE:T[ ]

Marked Records | Beriodical Holdings | Online Catalog | Research Guides

» Click Detailed/Brief to change the record format.
» Click the E-mail or Print button to e-mail or format for printing.

Home Databases Searching Results Resource Sharing Staff Wiew | My Account | Options | Comments | Exit | Hide tips

(List of Records IDEtaiIed Record IMarked Records

Records Marked: 2

E-mail Export Print Help

Clear Marks |petajled

V1. Adjuvant Therapy for Breast Cancer: An Additional Hope.
Source: Mayo Clinic Health Letter .22 no.5 (May 20047 p.1-3  (Conswmeringex)

=3 Long-Term Insurance for Breast Cancer Survivors.
Source: Johns Hopkins Medical Letter Health After 50 v, 16 no.2 (apr 2004): p3,7  (Consumaringa:)

Clear Marks |petailed

Emailing Records And Full text

The Email action allows you to email one or more records to an email address that you specify. You will get
the record you saw displayed, including the citation, the abstract or any full text that was included in the record.
You can also email a copy of the list of libraries that own the item, although this list is not always accurate.

You may email individual records or in groups up to 100 records per transfer. Due to the inability of free email
accounts to handle the file size of lengthy documents, it is recommended that your Rockhurst email account
be used when emailing records to an account.
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To use the Email action:
e Mark the records that you want.

e Click the "Email™ icon at the top of the screen. The default setting is to send you the detailed records,
but you can get just a brief record if that's what you want. Brief records do not include abstracts. The
default Record Format is plain text, but you can change it to receive it in HTML if you want to import
the data easily into an HTML document. Neither brief nor detailed records will include the full text
article if the citation indicated full text.

® Enter your Email address, i.e., Students=lastnamefirst(initial)@rockhurst.edu; faculty and staff=
FirstName.LastName@rockhurst.edu (no period after the address). Click on the "Send" button to execute
the email command. You should get a message that your email was successfully sent to your account.

%)E‘ II Fi rstsearch Rockhurst University Greenlease Library @

E-mail Records | Perindical Holdings | Online Catalog | Research Guides

ROCKHIURST T
A Jes e Universiry

s Enter e-mail address and optional infor mation and click Send,

Home Databases Searching Results Resource Sharing Staff Wiew | My Account | Options | Comrments | Exit | Hide tins

(List of Records IDetaiIed Record | Marked Records JN[€fsRisfsi=laf

Return Help

Send: Marked Records: 2

¢ Brief record(s)

Record detail:
% Detailed record(s)

¢ Send as HTML

Record format:
& Send as plain text - Line length I?'2

To e-mail address: ||

Sender e-mail address: (optional)

Your full name: | (optional)
Subject: |

[optional)

[

Notes:
{optional)

=l
Send |

Your FirstSearch citations should arrive in your email account within a few minutes. If you want, you may then
edit these using your favorite word processing program. The records you transferred will stay in your email
account until you decide to delete them. Make a habit of keeping records around for a time, so if you need to
refer back to these records you can easily do so by accessing your email account, rather than going back to
FirstSearch to do a search again wasting library money and your time and energy.

Printing FirstSearch Records From Your Email Account

To print from your Rockhurst University email account from a campus computer lab, open Microsoft Outlook and
access your messages.
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To print from your Rockhurst University email account from off campus, using either Netscape or Internet

Explorer:
1. Click on “File”, and then choose the *“Open”
2. Type into the location box email.rockhurst.edu. Click on the OK or the Open button in the location box.
3. You will see a screen requesting you to enter your username and password. Then click on Log In.
4. You will see a list of your email messages. Click on the message you want to read.
5. Click on the Print button on your toolbar to initiate the print command. This will print your email

message to the laser printer in the lab that you are using.

Due to the differences between email accounts, the library staff and Computer Services staff probably will not
be able to assist you with printing from email accounts other than your Rockhurst University account. For
problems with printing from other email accounts it is recommended that you contact the company who
provides you with that account for technical assistance.

Printing FirstSearch Records From The Screen
You may also print your records directly from the screen. When you are in your list of Marked Records, first

click
have

on "Detailed" to display the full detail of your records. Next, click on the "Print" icon and the records you
marked will be displayed in a printer-ready format on the screen. Use your print icon on your browser to

print your records.

il
L.C

OCLC FirstSearch: Marked Records

Your requested information from your library ROCKHURST UNIV Return

| Records Marked: 2

Standard No: ISSN: 0095-2222

Related Resource: g http: i consurneralert org

Record Type: article
Article Type: feature article
Accession No: BRDGO3110204

Copyright: Database Producer Copyright @ the HAW. Wilson Company. All rights reserved.

GET THIs ITEM
Full Text: “iew Full Text in HTRL forrmat awilsonSele otf lus)
Awailability: FirstSearch indicates your institution subscribes to this publication.

e Libraries worldwide that own itern: 3006 &y ROCKHURST U
- @ Connect o the catalog at Rockhurst University 1o Find Books, Audiovisuals, Gov't Publications.
e Dorrow this item from another library (Interlibrary Loan)

Author({s): Smith, Francis B.

Title: Consumers Gain From the FDA's Mew Policy on Health Claims.

Source: Consumers' Research Magazine v. 86 nol (Jan. 2003) p. 34-5 Journal Code: Consum Res Mag
Additional Info: United States

Language: English

Abstract: On December 18, 2002, the FDA published a new guidance document updating its policy on health claims on food and dietary-supplement labels.
The FDA defines health claims as those that associate a substance or nutrient with a disease or health-related condition, which means that both the
substance and the disease must be mentioned or inferred. The FDA's approach to regulating food and dietary-supplerment advertising now reflects
that of the Federal Trade Commission and is consistent with many court decisions that have struck down paternalistic standards that limit factual
commercial free speech. The mare flexible guidelines will probably give consumers better access to health-related information for corventional food
and dietary supplements.

SUBJECT(S)
Descriptor: Food - Labeling.
Consumer protection -- Laws and regulations

Mamed Corp: United States. Food and Drug Administration.
United States. Federal Trade Commission

Database: WilsonSelectPlus
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Exporting Data from Search Results to RefWorks

From the List of Records or Detailed Record screens, click the Export icon in the control panel to go to the
Direct Export Records screen. Here you can export bibliographic data into RefWorks (available to Rockhurst
University users), some other program, or save the data as a text file to a local disk using your browser's
download function. You can then use the exported data in other bibliographic management programs such as
EndNote, ProCite and Reference Manager. A maximum of 100 records can be exported at one time.

Steps to follow:

1) Select an Export option:

a) A record retrieved in the current search when exporting from a detailed record.
b) All records on the current page of results.
c) Marked records only from the current database search.

2) Select an application to Export to: RefWorks or a text file to upload in word processing software.

3) Click Export.

4) Use the RefWorks program to complete the export process and return to FirstSearch.

5) If you do not have access to RefWorks, save the file as a text file on your computer and open the text file in
your word processing software, such as Microsoft Word, or in another bibliographic manager program such
as EndNote, Procite or Reference Manager. For more information on this click on the Help icon @ to
di splay the help topic “Saving bibliographic

6) Click the Return arrow .:j icon to return to the previous page of records.

(I)E\ II || Fi rstsearch Rockhurst University Greenlease Library @ 'E_(J)hf:.",‘.'ﬂmﬁ:;[ P

Direct Export Records | Periodical Holdings | Online Catalog | Research Guides

» Users can export records divectly 1 an Endiote or Refiorks lbrary, @@
« Export records as & text file for use in other bibliographic management programms such as Procite and Reference Manager 4g)

Home Databases Searching Results Resource Sharing Staff Wiew | My Account | Options | Comments | Exit | Hide tips

(List of Records IDetaiIed Record | Marked Records J[€fs]

Return Help

Export: & Marked records from this database: Consumerindex

" EndMote (get latest filters
Export To: | & Refiorks
© Textfile

Note: OCLC does not distribute or provide support for the EndNote software or the RefWorks application.

The Direct Export Records function is currently available only from a single database search. For more

complete information about this function click on the "Help" : tab located in the grey toolbar and in the
search box type "export".
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Chapter 7: Locating Materials From Your Search Results

There are a variety of ways to obtain the materials you identified through your search results.

Full text Password Protected Documents In FirstSearch

A few of the databases in FirstSearch will actually give the full text of the material in the record. This is
common in databases that give statistical or financial data. For other databases, full text may be indicated with
the icon and phrase " & View in HTML format" following the bibliographic citation. If you click on this
phrase, the screen will display a request for the full text password. This password is NOT given out to
FirstSearch users. Speak with a Librarian to obtain the full text of these items at no charge to you.

“Get Article From Rockhurst University” Link

Most periodical article citations in a FirstSearch Detailed Record will be linked to the library’ s websi t e
identify if the article is available full text. Since the library has many databases, many times the full text of an
article is not within FirstSearch; rather, it
directly to the article or journal title in another database, identify if there is a print copy, or provide a link to
Interlibrary Loan. More details about each of these are listed below.

S

Periodical Holdings

Information about the Rockhurst University Library electronic, print and microform periodical holdings is found
on the Periodical Holdings page at http://www.rockhurst.edu/services/library/reference/periodicals.asp.

While you are logged in on FirstSearch you may search this list by clicking on the "Periodicals Holdings" link at
the top of the page under the Rockhurst University logo. When you are done searching the catalog click on the
"Return" icon in the top right corner of the screen to return to your FirstSearch session.

Online Catalog

If your search results indicate the original material is a book, a government report, a video, as well as a
periodical, use the online catalog to determine if the Rockhurst University library owns the material. While you
are logged in on FirstSearch you may search this catalog by clicking on the "Connect to the catalog at Rockhurst
University" link that appears in a Detailed Record search result screen or use the "Online Catalog" link at the top
right of the screen. When you are done searching the catalog, click on the "Return” icon in the top right corner
of the screen to return to your FirstSearch session.
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You have several options for locating the full text of material that is NOT owned by the
Rockhurst University library:

Requesting Articles

If the library does not own the journal or newspaper it is likely that the library staff can obtain a copy of the
article from another library. To do this you must submit an Interlibrary Loan request form for the article.
Complete information about Interlibrary Loan policies and procedures can be found on the Rockhurst University
library website at http://www.rockhurst.edu/services/library/reference/interlibrary.asp.

Interlibrary Loan requests cannot be submitted via the telephone or by email due to the U.S. Copyright
Act of 1976.

There are 2 methods for requesting articles:

1. From a FirstSearch Record: While you are viewing the materlal on the "Detailed Record™ screen in

some FirstSearch databases an Interlibrary Loan (ILL) icon will display on the gray bar above the
information about the material. When you click on this icon a screen will appear with a form to fill out
and submit. In the Detailed Record you will also see a link "Request this item from another library" that
will also take you to the same form.
a. Be sure to read the explanatory paragraph carefully before submitting the form.
b. When completing this form, all information fields with an asterisk must be completed in order
for the request to be successfully submitted.
c. Once the form has been submitted it will transmit the information you supplied on the form and
the information from the record you are viewing to a library staff member.
d. Please allow 7 business days to receive confirmation of the loan. Journal and newspaper articles
are $.20 cents per page for students. Faculty is not charged a fee unless the articles requested are
for personal use.

2. After Ending a session in FirstSearch: Using the printout of your search to results, fill out an
Interlibrary Loan Request Form located at nhttp://www.rockhurst.edu/services/library/reference/interlibrary.asp.
There is a space on the form for you to provide your Rockhurst email account so that the library
can communicate with you regarding your request, such as to notify you when the item is ready
for pickup or if there is a problem with processing your request. The fees using this method are the
same as described above.

Requesting Books

1. Search the Online Catalog to see if Rockhurst University Greenlease Library owns the book. If not, then it
is necessary to check the other libraries within the MOBIUS consortium to see if the book exists in the
consortium.
a. Search the WILO cluster catalog to see if a library owns the book in the local WILO cluster of
MOBIUS. If there is an available copy to lend, the request can be entered in the catalog by clicking
on the “Request | tem” i anmimum off3lbusisess days® fjllu €hs t s
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Rockhurst University Greenlease Library staff will notify you when your book is ready to be picked
up. Normal checkout periods are 3 weeks and renewal may be possible.

b. If the book is not available in the WILO cluster catalog search the MOBIUS Union Catalog to see if
a library in another cluster within the state owns the books. If the catalog displays that an available
copy has been found at another library there will be an option on the screen to Request the Item.
Before your library account information is entered you will be asked to indicate what institution you
are affiliated with. Rockhurst University students, staff and faculty should choose WILO from the
drop down menu as their institution. These requests usually take a minimum of 2 business days to
fill. The Rockhurst University Greenlease Library staff will notify you when your book is ready to
be picked up. Normal checkout periods are 3 weeks and renewal may be possible.

2. Should the book not be available in any MOBIUS library then the book must be requested via Interlibrary
Loan from another library:

a. Fill out an Interlibrary Loan Request Form located on the library website at
http://lwww.rockhurst.edu/services/library/reference/interlibrary.asp. This form will require you to
enter your personal information and the information about the book you wish to obtain. There is a
space on the form for you to provide your Rockhurst email account so that the library can
communicate with you regarding your request, such as to notify you when the item is ready for
pickup or if there is a problem with processing your request. Books are free to borrow.

b. Bring a printout of the books identified in FirstSearch that our library does not seem to own to the
Librarian at the Information Desk. Since library policies vary, do not assume you can directly obtain
books from other libraries. The Librarian will assist you in filling out a request form for the articles
you wish to obtain. The fees using this method are the same as described above.

Requesting Audiotapes or other material types

Audiotapes can only be ordered through Interlibrary Loan, so follow the same procedures for Interlibrary Loan
described above for books. Other material types, such as dissertations, are usually not available through
Interlibrary Loan. Please contact the Information Desk at 816-501-4188 if you have questions about the
availability of other materials.
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Chapter 8: Additional Features To Enhance Your Searching

My Account

You can set up an account in FirstSearch to which you can save searches and also monitor any requests for
articles or books that you made from a FirstSear
Sharing” tab or “ My Aaeeno YonWwill nee@to registér &newt accqunt.rOncg ht o
you are in your account you can see any searches
allows you to monitor the status of your FirstSearch interlibrary loan requests. More information can be found

on the “Help” section.

“IH Fi rstsearch Rockhurst University Greenlease Library @ 'E(J)P[.",‘Ilﬂw?‘:,[

My Requests | Beriodical Holdings | Online Catalog | Research Guides

Resource Sharing Staff Wiew | My Account | Options | Comments | Exit | Hide tins

Searching Results

Home Databases

My Requests
& &
Return Help
) Forgot Password
User Name: I Mew User Registration

Terrns and conditions.

| agree to the terms and conditions

English | Espafiol | Erangais | BASEE | 8F=04 | 32 (#E8) | th 37 ({5 4%) | Options | Comments | Exit

Research Guides

While using FirstSearch you may notice at the top of each FirstSearch screen under the Rockhurst University
logo a link to "Research Guides". Choosing this link will allow you to view the subject-specific research guides
developed by the Librarians to assist Rockhurst University patrons in using the best available print and
electronic materials in the library collection. These guides are available on the Rockhurst University library
website and may be printed for later review. Click on the "Return” icon in the top right corner of the screen to
return to your current FirstSearch session.

Search History

As you search in a database, a history of your searches is kept. You can click on the "Searching" tab, then
"Previous Searches" to redo a previous search, combine previous searches, or combine a previous search with a
new search term. The original search performed in a session is displayed at the top of the list. Subsequent
searches are added to the bottom of the list. To find your latest search, scroll to the last entry on the list.
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Related Items

Some databases have a More Like This feature within the Detailed Record that allows you to find related items
in the current database. These related items are chosen from the subject terms, author names, and sources found
in the records of your search results.

Related Subjects and Related Authors Search

In the blue navigation menu bar of a List of Records there are two icons ﬁ Related Subjects and

ﬁ Related Authors. These options allow you to use the subject headings and author names that appear most
frequently in the records of your search results to combine search terms and create new search options.

The Percent column indicates the percentage of the records in which each subject heading or author name
appears. If the records contain more than 20 subject headings, FirstSearch lists the 20 most used subject
headings and adds a Show remaining subjects link at the bottom of the list. You can click on the link to see a
list of all the subject headings.

1. Click in the checkbox in the front of each subject heading or author name to select those you would like
to search. Click on the "Search™ button to start the search. The database will find any records where
any of the terms you selected appear. This is the same as placing the Boolean search operator "OR"
between search terms.

2. If search results are found a new "list of records™ will appear. Below is an example of using the "Related
Subjects"” button.

’I%)E_‘ w Rockhurst University Greenlease Library @ ES:".',‘.IJIMIWE:,[

Find Subject Search Terms | Petiodical Holdings | Online Catalog | Research Guides

e This screen helps you find the best search terms for subjects,

e Up to the first S0 recards in your results have been exarmined for high-quality search terms,
e Click on a subject to search for it

e Select multiple subjects to search for any of those selected.

Home: Databases searching Results Resource Sharing Staff Yiew | My Account | Options | Comments | Exit | Hide tips
( List of Records IDetaiIed Record | Marked Records J[Efsgefsfl]]

- , Consumers Index results for: su= "breast cancer". (Save Search)
Related Return Help Records found: 150
Authors

Search | Clear |

T EBreast BEY

T Zusan @ Komen Breast Cancer Foundation 4%

T U8 Hational Cancer Institute 4%

T Team Survivor 2%

[T Staying Abreast 2%

[T Focus onHealing: The Lebed Methad 2%

[T BteastCancer.org 2%

T CancerFit 2%

T atreastinaBoat %

T Dana-Farber Canecer [nstitute 2%
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