Red River College Library Catalogue Basics

Searching for Library Material
The Library Online Catalogue allows you to search for such items as books, videos, government publications, CD-ROMs, etc. that we have at the Notre Dame and Princess St. Libraries.  

To search for material held in the Library, decide what kind of a search you want to do…  Are you looking for material on a general topic, statistics, a particular title, videos, etc.  

Catalogue search options

· Simple Search: Use for general searching with subject, author or title words.  It is the default search.

· Build-a-Search: Allows use of Boolean operators (the words and, or and not) to combine search words and phrases in different fields.

· Course Reserve: Find material on reserve by course and instructor.

Simple Search – Keyword

1. Open the College home page www.rrc.mb.ca
2. Click on the Library link.

3. Click on the Search for Books, etc link.  The default search is for Keyword(s).

4. Type in a word or words that describe your topic.  If you know the title of a book, type that in, or type in an author’s name if you like.
5. Click on the search button at the bottom of the screen.
What you see

· Keyword searches result in a list of titles ranked by relevancy.  Relevancy indicates the records that best match your search.  

· Five bars indicates the highest level of relevancy and one bar indicates the least.  Those in between indicate varying degrees of relevancy.

To get more information

Often you will want to get more detailed information about the records that your search retrieved.  To see more information about an item, click on any of the underlined title links.  Extra information may include:

· Publisher and place of publication

· Number of pages for books, or format and duration of media items

· Tables of contents, Website link

· Number of copies and/or volumes, availability, etc.

Simple Search - Other Options

You can pick from these other search options:

· Expert Keyword [and, or, not] - allows you to use Boolean Operators between search terms.  Use and between words to ensure that they both appear in retrieved records.  Use or between words to ensure that retrieved records contain at least one of the terms.  Use not before a certain term that you want to exclude from a search.

· Author - allows you to search by a last name to see what material we have by a certain author in our Library collection.  It is an alphabetical list linked to our records.

· Subject - allows you to search by subject headings under which we file material.  It is an alphabetical list linked to our records.

· Call Number - allows you to locate items by Library of Congress Classification number.  This list retrieves records in shelf-list order.

· Journal Title Keyword - allows you to locate journals by keyword.  If using more than one keyword, the two terms must be in the exact same order in the title to be retrieved.  This search does not use relevancy.  

· Title Keyword - allows you to locate material by keyword.  If using more than one keyword, the two terms must be in the exact same order in the title to be retrieved.  This search does not use relevancy.  

· Title Alphabetical - allows you to locate material by title.  Type in an exact title, or the start of an exact title and look at Library material in alphabetical title order.  

Build-a-Search

Build-a-Search finds records using keywords located anywhere in a record, or only in specific fields. To perform a Build-a-Search:

1. Type in the search term(s) you want to find in the Search For text field. (Punctuation, case, and word order are ignored.) Your search terms are automatically truncated on the right, so you don't need to use a question mark (?) for truncation. 

2. Default search criteria can be modified for your search.

3. Select from the Search In drop-down list to search for all the search terms; any of the search terms; or the search terms as a phrase.

4. Select which Boolean Operator you want applied to the next search term(s): AND, OR, or NOT.

5. Narrow your search by further limiting to additional terms in the other free text fields and selecting options and Boolean operators from the drop down menus as needed.

Course Reserve

Course Reserve allows you to search for items on reserve for various classes. To perform a Course Reserve search:

· Select an item from one (or more) of the following drop-down lists: Instructor, Department, Course, or Section. 
Truncation

Truncation is defined as ‘shortening by cutting off’.

The RRC Library Catalogue recognizes a ? symbol to indicate a truncated search.  Truncation is very useful when searching Library catalogues and other databases. 

For example, typing business plan? in the catalogue will retrieve material containing business plans, business planning and all other words that start with plan.  This helps expand your search.

Finding a Video

1. Open the College home page www.rrc.mb.ca
2. Click on the Library link.

3. Click on the Search for Books, etc. Link.

4. Click on the Videorecording option under the Quick Limits menu.

5. Type in your search word(s) and click on Search.  Only videos will be retrieved.













