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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 I 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 and other data manipulation.  If you don’t already have an email 

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 
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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 

“Electronic Resources” on the menu on the left side of the screen.  On this page click on the “Alphabetic List 

of Library Databases”.  On this page scroll down the screen to the “F” section.  Under the column named 

“Vendor” click on the word “FirstSearch” to reach the login screen. 

 

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 “Start” to see the 

“Welcome 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. 
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Help When Using FirstSearch 

 

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

 

1. 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. 

 

2. 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.   

 

3. 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 I Get Out Of FirstSearch? 

 

 

Click on the  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. 
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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 text database.  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.  
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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. 

 

 
 

 

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. 
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List of FirstSearch Databases 

Arts & Humanities 
AH Search.  Arts & Humanities Citation Index. 

Media Review Digest. Reviews of educational media and entertainment resources. 

Wilson Select Plus. Full text of selected periodicals. 

 

  

Biography 

Wilson Select Plus. Full text of selected periodicals. 

 

Business & Economics 
Business and Industry.  Citations on business and industry articles. 

Business and Management Practices. Business and management practices articles with . 

Business Dateline. Citations on regional business articles. 

Business Organizations.  Directory of organizations that serve business and industry. 

Disclosure. Financial reports on publicly owned companies. 

Econlit.  An index of economic literature. 

Wilson Select Plus. Full text of selected periodicals. 

Worldscope. Financial reports on companies worldwide. 

 

Conferences & Proceedings 
Papers First. An index of papers presented at conferences. 

Proceedings.  An index of conference publications. 

 

Consumer Affairs & People 
Consumer Index.  An index of articles providing consumer information. 

CWI.  Contemporary women's issues on health and human rights. 

News Abstracts. Newspaper abstracts from over 25 newspapers 

 

Education 
Dissertations.  Dissertations completed at U.S.  educational institutions. 

Media Review Digest. Reviews of educational media and entertainment resources. 

 

 

Engineering & Technology 
Papers First. An index of papers presented at conferences. 

Proceedings.  An index of conference publications. 

 

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

Dissertation Abstracts. Abstracts of dissertations and master’s theses. 

Periodical Abstracts. Abstracts to articles on a variety of subjects. 

SIRS Researcher. Full text articles on social and political issues. 

Wilson Select Plus. Full text of selected periodicals. 

World Cat. Catalog of books and other materials in libraries worldwide. 
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General Science  
GEOBASE. Worldwide literature on geography and geology. 

Wilson Select Plus. Full 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 Digest. Non-technical digests of articles in biology, ecology & health. 

 

Medicine & Health 
Consumer Index.  An index of articles providing consumer information. 

CWI.  Contemporary women's issues on health and human rights. 

Fact Search. Facts and statistics on topics of current interest. 

MEDLINE.  All areas of medicine, including dentistry and nursing.  

 

News & Current Events 
AltPressIndex. Indexes journals covering cultural, economic, political and social change. 

Business Dateline. Citations on regional business articles. 

News Abstracts. Newspaper abstracts from over 25 newspapers. 

Periodical Abstracts. Abstracts to articles on a variety of subjects. 

 

Public Affairs & Law  
AltPressIndex. Indexes journals covering cultural, economic, political and social change. 

Fact Search. Facts and statistics on topics of current interest. 

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

 

Quick Reference 
BooksInPrint. In-print, out-of-print, & forthcoming books, with reviews. 

FactSearch. Facts and statistics on topics of current interest. 

Media Review Digest. Reviews of educational media and entertainment resources. 

WorldCat.  Books and other materials in libraries worldwide. 

 

Social Sciences 
AltPressIndex. Indexes journals covering cultural, economic, political & social change. 

CWI . Full text of publications concerning women’s issues. 

Econlit.  An index of economic literature. 

Wilson Select Plus. Full 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 tend to be longer in length, 

averaging 8 - 10 pages. This provides more depth of information. 

the reader. 

                                                          

Articles average 2-5 pages but provide 

depth because of the focus on a 

profession. 

Articles are short in length, 

sometimes only a couple of 

columns on a page. This allows 

only an overview of the subject. 

Bibliographies or references are 

included at the end of the article. This 

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 not 

usually included. 
Bibliographies or references are 

rarely included. The reader must 

rely on other resources to identify 

additional materials on the 

subject. 

The authors, who are experts in their 

fields, sign articles. 

 

Authors are usually from the journal 

staff and are signed by the authors 

Authors are often generalists and 

articles are sometimes unsigned. 

The reader often cannot verify if 

the author is truly knowledgeable 

about the subject. 

The intended audience is the 

scholarly reader, such as professors, 

researchers, and undergraduate or 

graduate students and is presumed to 

have basic knowledge of the subject 

matter. 

Audience is the industry or profession 

membership The intended audience is the 

general population, so no 

previous knowledge on the 

subject is assumed by the author. 

The articles include complex 

vocabulary or the jargon of the field. 

The articles include complex 

vocabulary or the jargon of the field. 

Simple vocabulary is used to 

appeal to the layperson. 

If illustrations (such as maps, tables 

or photographs) are included they 

support the text of the article.  

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. 



 9 

 

 

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. 

 

 
 

 

 

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). 

 

 
 

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.  
 

 

 

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. 

 

 
 

 

 

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. 
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Chapter 4: Search Strategy 
 

Formulating Your 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: 
 

Subject: I need information on education programs for students in remote locations in Australia 

 

Databases:     (1) ERIC     <These is an education database> 

 

 

 

 

 

              (“students” is not used  

                as this term is implied 

         OR      Education   Australia         since an education 

                  Programs                             database will be used)  

  This phrase won’t work in  

  this database. Instead use: 

  

          Distance  

         Learning 

 

           Distance  

         Education 

 

 

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

   

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

 

 

 

   SUBJECT A            AND       SUBJECT B        AND    SUBJECT C 
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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 line in one of the columns marked “Subject A”,  “Subject B”, “Subject 

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. On the Search Strategies line, string your valid subjects together with the word “and” between them, with “or” 

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: 

 

 

 

 

 

  

         OR  

 

 

 

 

 

 

 

Search Strategies 

 

 

 

 

 SUBJECT A             AND       SUBJECT B        AND   SUBJECT C 
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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. 

 

 
 
 

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.  
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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  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 
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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 mouse or story, search for both forms and combine 

them with the Boolean operator OR. For example, to retrieve mouse and its plural, search for mouse OR mice.  

To retrieve story and 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, econ* retrieves records that contain econometrics, economics, 

economist, etc. 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".   
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            wom#n retrieves records containing woman and 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 colonizer or 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. 

If you type: searches for: 

aluminum w wiring     records containing first aluminum and then wiring with no other words between them 

aluminum w2 wiring   records containing first aluminum and 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 overview and 1998 with either word appearing first and with no 

other words between them  

chicken n3 egg          records containing chicken and egg with 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 

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. 
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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. 

 

 
 

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". 

 

 
 

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. 
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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, magazine or newspaper, click on the “Get article 

at Rockhurst Univ” link in the External Resource section of the record.  This link will identify if the library has 

a copy of the article.  If so, the linked page will indicate, “The article is available” and provide you with a link to 

the article or journal. If there is a “Sorry, no holdings” message on the linked page, this indicates the library 

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

an interlibrary loan request.  Also on the results page is a link to  “Periodicals Holdings” at the top of the record 

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.   
 

 
 

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: 

 

 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.  

 

 Proximity of the terms -- The distance between search terms in the record. The relevance weight 

decreases as more words appear between search terms.  

 

 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. 

 

 

 
 

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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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.  

 

 
 

 

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:  

 

 Mark the records that you want. 

 

 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. 
 

 
 

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” or “Open Page” option. 

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 on "Detailed" to display the full detail of your records.  Next, click on the "Print" icon and the records you 

have marked will be displayed in a printer-ready format on the screen.  Use your print icon on your browser to 

print your records. 
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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 

display the help topic “Saving bibliographic data to disk”. 

 

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

 

 

 
 

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 website to 

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’s located in one of the other databases.  This link will either take you 

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. 

 

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 material 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 http://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 Item” icon. These requests usually take a minimum of 3 business days to fill.  The 
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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://www.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 FirstSearch Detailed Record.  To do this, click on the “Resource 

Sharing” tab or  “My Account” at the top right of the screen.  You will need to register a new account.  Once 

you are in your account you can see any searches that you saved while using FirstSearch.  The “My Request” tab 

allows you to monitor the status of your FirstSearch interlibrary loan requests.  More information can be found 

on the “Help” section. 

 

 

 

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  Related Subjects and  

  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.  

 

 

 

 


