
Basic Searching

• Search for (see A) - enter your search term(s) in the box
• All Fields (see B) - to search words in various fi elds, such as author, article title, journal title, or subject
• More search boxes (see C) - to search multiple terms at same time

 □ AND, OR or NOT - used to combine terms in separate boxes (see H below)
• Show limit options (see D) - to limit by language, article type, year, etc.

 □ Auto Search for Plurals in Show limit options (see I below) - includes singular and plural forms
• Submit Search (see E) - to search for results
•  Some databases offer Search words in thesaurus (see F). (See Thesaurus Searching on p. 3 of this 

user guide)
• Search history (see G) - to view previous searches 

General Search Hints

•     $ - "myster$" fi nds "mystery," 
"mysteries," and "mysterious"

•  ? - "wom?n" fi nds "woman" and 
"women"

•  Parentheses - "(seat or safety) 
belt" retrieves all records 
containing "seat belt" or "safety 
belt"
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This guide is useful for the following databases:

Annual Bibliography of English Lang. & Lit.
Art Abstracts
ATLA Religion Database
Biological Abstracts
Business & Industry
Compendex
Compendex Historical
Contemporary Women’s Issues
Education Full Text

ERIC
GeoRef
INSPEC
INSPEC Archive
PAIS International
PsycINFO
PsycINFO Historic
Sociological Abstracts
Worldwide Political Science Abstracts



Results List

•  New search - either type terms in Search for box (see J) and select New search (see K) or click 
Search Form (see L) for a blank form

•  Search in current results (see M) - narrows current results by searching for articles that also include 
new term(s) typed in search box

•  Click on "<Prev" or Next>" (see N) to view additional pages in the Results List
•  Limit to: (see O) - select one option or All Limit Options to see more options
•  Find It! (see P) - to see if article is available in print at library or full-text online
•  Store (see Q) - to store the citation for printing, emailing or exporting
•  Search History (see R) - to view, combine, save or clear previous searches

View a Record

To view complete record of article, click on article title (see S above).

•  Find It! (see T) - to see if article is available in print at library or full-text online. 
•  Store This Record (see U) - to store citation for printing, emailing or exporting
•  Results List (see V) - to return to your results after viewing individual record
• Limit Search (see W) - to limit results by language, article type, year, etc.



View Search History

•  Click Search History (see X on previous 
page for visual example)

•  Check boxes beside search terms you 
choose (see Y).

•  Choose AND from drop-down menu (see 
Z) to search for articles about all the 
terms.

•  Choose OR (see A) to search for articles 
about any of the terms.

• Click Combine Sets (see B).

Thesaurus Searching

Some OSearch databases (Compendex, ERIC, GeoRef, INSPEC, INSPEC Archive, PAIS International, 
PsychINFO, and Sociological Abstracts) offer a thesaurus which is the offi cial subject vocabulary of a 
database.

•  Search words in thesaurus (located above search boxes - see F, fi rst page) - to fi nd articles using 
appropriate vocabulary. Note: Some OSearch databases (ERIC, PsychINFO, and Sociological 
Abstracts) have the thesaurus checked by default.

• After performing a thesaurus search, a list of possible thesaurus terms will appear.
 □ Search (see C) - to search one thesaurus term click Search or the word or phrase
 □ Focus (see D) - to fi nd articles in which the term is a major subject term
 □ Expand (see E) - to fi nd articles using this term and narrower terms in thesaurus
 □ View Thesaurus (see F) - to view and/or search broader, narrower, and related terms
 □  Check boxes (see G), select AND or OR from the drop-down menu (see H), and click Combine 

Terms (see I) to fi nd articles using more than one thesaurus term
• If no subjects in thesaurus matches your search term, you are given three options from which to choose:

 □ Get suggested terms from the thesaurus
 □ Search your term as a keyword or phrase
 □ Browse nearby thesaurus terms alphabetically



Print, Email, or Export Stored Records

• Stored Records (see J) - to view records you have stored
• Print Records (see K) - to print list of records you have stored
• Email Records (see L) - to send stored records to a specifi ed email address
•  Export Records (see M) - to import stored records into bibliographic manager program, such as RefWorks
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