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FOLEY LIBRARY “TUTORIAL” for NURSING 
(Updated 9/08) 

These exercises and the attached Practice Guides will introduce you to using our library from off campus. You can also call or 

email me with questions or if you need more help.  – Theresa Kappus, Distance Services Librarian /   Foley Library, Gonzaga 

University / kappus@gonzaga.edu / 800-498-5941. 
---------------------------------------------------------------------------------------------- 

SECTION 1 – The FOLEY LIBRARY home page   http://www.foley.gonzaga.edu 

---------------------------------------------------------------------------------------------- 
Your first task is to bookmark 

the Foley Library homepage 

on your home computer.  

 

The library’s home page is 

divided into five main sections: 

Find Articles; Find Books, 

Research Guides, Library 

Information, and the  

navigational menu on the left 

side of the page.  

 

1. Wondering where to start 

your research? Under the 

Research Guides heading click 

on the link for Nursing & 

Medicine. You’ll be on the 

Start Here page which provides: links to the primary databases used by nursing students at GU; links that 

will browse our library catalog for nursing topics; suggested websites and links to pages compiled for 

specific classes. Take a quick look at the information available on the other tabs for the Nursing Research 

Guide: Find Articles, Find Books, Web Resources, and Additional Sources.  

 

2. So, what Services does Foley Library offer to off-campus students? Go back to the Foley Homepage. 

Using the navigational menu on the left side of the page, click on Distance Learner. Take a look at some 

of the information on the Distance Services page, especially:  

a) How to Find Articles                  b) FAQ     c) Nursing Students 

 

3. You will want to set up an ILLiad account, so . . . go back to the Foley Homepage and under the 

Library Information section, click on Interlibrary Loan- ILLiad and then click on First Time Users Click 

Here.  Read the information on that page about this service and then click on the “First Time Users” 

button to fill out the form and create your own ILLiad account.   

Tips: If you live 35+ miles from campus, please select “Distance Ed Grad” as your status on the 

ILLiad registration form. You may use any username and password you like, but for your 

convenience, we recommend using the same one you use for your Blackboard or ZagMail account. 

By the way, you only need to set up an ILLiad account once, but if you move, please update your 

address in ILLiad. You don’t want to have books sent to the wrong address!  
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4. You will be writing papers (maybe a thesis), but typing up bibliographies can be a real pain, right? 

Have we got something for you!  Go back to the Foley Homepage. On the navigational menu, you’ll 

see a link to RefWorks.  From off campus you will need the group code to get into Gonzaga’s 

RefWorks subscription. (The secret code is: rwgonzagau).  Once you are in, you will find additional 

information about the product and links to its excellent tutorials.  As with ILLiad, you have to create an 

account in order to use it. Go ahead and do that now, if you like.   

 

5. Yes, we have online tutorials! Some are “homemade” and others come from companies like 

EBSCO, which provides most of our online databases, including the CINAHL and MEDLINE 

databases you will use in your research.  There are a couple of tutorials that will be especially helpful.  

Go back to the Foley Homepage.  Under the “Find Articles” heading, click on “Databases A to Z” then 

click on EBSCO Tutorials on the left side navigational menu.  Try these: 

 Basic Searching for Academic Libraries 

 Advanced Search with Guided Style 

 

6. You know you can call the library to ask questions, but did you know a librarian is still available to 

you nearly 24/7? Go to the Foley Homepage. On the left navigational menu, you will see two links for 

getting help.  The 24/7 Chat with a Librarian service allows you to “chat” online with a librarian any 

time of the day or night (with the exception of a couple of major holidays).  Foley Library partners 

with several other Jesuit institutions and Tutor.com to provide this service.  

 

7. The Contact Us page (also on the navigational menu) provides additional ways to get help from 

Foley Library: phone numbers, e-mail, additional chat services.  At the bottom of our web page, is a 

Meebo icon. That chat service links directly to the Foley Reference Desk when the library is open. The 

most important thing to remember is that we really do want you to be successful, so please let us know 

how we can help! 

 

 

-------------------------------------------------------------------------------------------------------------------------- 

SECTION 2 – Finding BOOKS in Foley and other libraries 

-------------------------------------------------------------------------------------------------------------------------- 

1. Practice using the library catalog. On the Foley 

Homepage under Find Books, click on the Library Catalog 

link. You may now work on your own or use the Foley 

Catalog Practice Guide at the end of this section. Whichever 

you choose, here are your objectives:   

a) Note the difference between using Basic Search (great 

for searching for a particular book or author) and 

Advanced Search (recommended for searching for books on a topic). 

b) Log in to your library account. Click on the My Account link near the top of the page. This is 

where you can: 1)view the list of books you have checked out 2) view the list of “holds” you 

have placed 3)renew books from Foley Library and 4) check to see if you have any fines.   

c) Practice with the book Place Hold option, but only submit the hold request if you really want the 

book.  If you are a distant student, placing a hold on the book tells us to check it out and mail it 

to you. If you are a “local student” living within 35 miles of campus, placing a hold will reserve 

the book for you and you will have a week to pick it up.  
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d) More things you might want to know: 

 If we mail a book to you, you are responsible for return postage (book rate or media 

mail is sufficient).  

 If a book is already checked out to someone else, use “Place Hold” to reserve it for you 

when it comes back in.  

 Graduate students can check books out from Foley Library for 8 weeks and you can 

renew the book up to 8 times if no one else is waiting for it. 

 We do charge fines! Try to get books back by the due date. There is a small grace 

period, but if you know you’re going to be late, renew the book and/or let us know 

what’s happening.   

 

2. Finding books in other libraries (OPTIONAL for this tutorial). On the Foley Homepage under 

Find Books, click on the WorldCat link.  WorldCat is a database of books and other materials held in 

libraries worldwide, including the contents of most US libraries.   

a) You can use WorldCat to search for books that aren’t in Foley Library.   

b) There is a link to ILLiad in the record for each item.  If you find a book you need in WorldCat 

(that isn’t at Gonzaga), click on the ILLiad link, log in to your ILLiad account and place a 

request.  Please see the ILLiad FAQ for more information about ILLiad and the Interlibrary Loan 

service.  http://illiad.gonzaga.edu/illiad/FAQ.html   

c) If you find a book in WorldCat that is at Gonzaga, use the Place Hold feature in our catalog as 

you did above in 1c. 

 

FOLEY LIBRARY CATALOG PRACTICE 

Use the Library Catalog to find books in Foley Library.  The catalog also includes books located in 

Chastek Library at the Gonzaga School of Law. 

 

1. Go to the Foley Homepage www.foley.gonzaga.edu 

2. Under Find Books, click on Library Catalog. 

3. Use the Basic Search option in the catalog 

4. Do a “Title Browse” search for the book Becoming influential: a guide for nurses. You can use 

just the first two words of the title. Find it? Great! Now, click on the tabs for: 

a. Detailed Record 

b. Table of Contents (Note: not all books in the catalog will have this feature) 

c. Staff View (this actually makes sense to librarians who catalog the books!) 

5. Go back to the Brief Record and scroll down. Note the e-mail & print options. 

6. Scroll up.  Click on “Place Hold” on the options offered under the Foley logo. 

 
7. If you were going to request this book to be mailed to you, you would enter your Gonzaga ID 

number and last name and continue as if placing a “hold” on the book. NOTE: Do not place a 

hold on this book unless you really, really want it!  

8. Now, click on the My Account option. (By the way…you can do this from anywhere in the 

catalog at anytime.) Enter your ID number and last name to view your Foley Library account. 

You may not have anything to view other than your name at this point.  

9. Click on the Search option at the top of the page to return to the main Catalog screen.   Practice 

searching using the Advanced Search screen as you saw in the tutorial.   

10. When you’re finished, click Log Out (on the upper right) to get back to the Foley homepage. 

http://illiad.gonzaga.edu/illiad/FAQ.html
http://www.foley.gonzaga.edu/
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-------------------------------------------------------------------------------------------------------------------------- 

SECTION 3 – FINDING (and getting) ARTICLES 

-------------------------------------------------------------------------------------------------------------------------- 

On the Foley Homepage, under Find Articles, you have three 

options for selecting a database to start your search for 

journal articles:  

a) Dropdown menu of the most popular databases, 

including the nursing database CINAHL. 

b)  A-to-Z list of all the databases Foley Library subscribes 

to, with descriptions of each.  

c) A list of databases by general subject area. 

d) The fourth link under “Find Articles” is Periodicals @ Foley. (see # 3 below) 

 

1. FINDING ARTICLES: Practice using the CINAHL database. Work on your own or use the 

CINAHL Practice Guide at the end of this section.   
Exercise:  

a) Login to the CINAHL database and enter your search query/keywords. 

b) From the results e-mail an article record or article (PDF/HTML link) to yourself. 

c) Add two articles to the folder and email the folder to yourself. 

 

2. GETTING ARTICLES: Practice using Periodicals@Foley. Periodicals@ Foley is a list of all the 

periodicals (journals, magazines, newspapers) to which the library has a subscription. It includes both 

print and online subscriptions.  It’s a great tool when you want to find out if a known journal article 

(from, say….a list of references?) is available through Foley Library. 

 
Exercise: Under Find Articles, click on the Periodicals@ Foley link.  Use the journal title in each of these 

citations to search Periodicals@Foley to see whether or not these articles are available online or in print through 

Foley Library. Note: Be sure to check for the availability of the dates needed. In some cases there may be a 

direct link to the article.  

 
1. Johnson, Rhonda M. (2000).Diagnosing and managing seasonal affective disorder. Nurse Practitioner. 25(8), 

56.          
□ Online     □Print    □ Not available from Foley  
 

2. Waldo, Jean M., Hofschulte, Lenore E., Magno, Leticia T., & Colleran, Marilyn A. (1993). Peer review for 
nurse managers. Nursing Management, 24(9), 58.  

□ Online     □Print    □ Not available from Foley  
 

3. Evans, B., & Severtsen, B. (2001, January 1). Storytelling as Cultural Assessment. Nursing and Health Care 
Perspectives, 22(4), 180. 

□ Online     □Print    □ Not available from Foley  
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3) GETTING ARTICLES: Full Text Options link. When looking at your search results in any of 

our databases, you will see a link called Full Text Options. It usually appears under the citation of an 

article in your results list or at the bottom of the page  when looking at the full record for an article. 

This Full Text Options link takes you to Periodicals@Foley. So, if the article you want is not 

available from the database you’re searching in (there’s no PDF or HTML link), click on Full Text 

Options to see if it is available from another database. If it still isn’t available, you can use ILLiad 

(interlibrary loan) to request the article.  

 

 

 Exercise: 

a. Practice requesting an article from CINAHL using ILLiad. Find an article that is not 

available in full text from CINAHL. Check Full-Text Options to see if we have access from a 

different database.  If not, use ILLiad. For the purposes of this exercise you can cancel rather 

than submit your request. Spokane area students should also check to see if the articles are 

available in Foley Periodicals before using ILLiad to request an article. Note: Interlibrary 

loan is free to you, but expensive for us, so always choose wisely when using ILLiad. 
 

4. Optional Exercises:  Briefly practice using one (or more) of the following databases.  

b. Health Source: Nursing/Academic Edition 

c. ProQuest (article database). ProQuest is not an EBSCO database, so it will look different, but 

the search process is pretty much the same. 

d. WorldCat (books, etc. from other libraries) 

Q: What does ñin Foley Periodicalsò mean when I find a journal in Periodicals@Foley? 
 
A: ñIn Foley Periodicalsò means that we have the journal here in our print collection. Yep! Itôs on paper! 
Click on the link to check what years we have of the journal. Local students can come to the library to 
make copies of articles from print journals, while distant students should use ILLiad to request those 
articles. 
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CINAHL PRACTICE GUIDE  
1. Go to the Foley Homepage www.foley.gonzaga.edu 

2. There are several ways to access CINAHL – try one of these: 

a. Under Find Articles, click on the drop down menu and select CINAHL. 

b. Under Find Articles, click on All Databases A-Z and select CINAHL. 

c. Under Find Articles, click on All Databases by Subject; scroll down to Nursing/Medicine 

and select CINAHL. 

d. Under Research Guides, click on Nursing & Medicine and select CINAHL. 

3. At this point you will have to log in. The username/password you use for ZagMail or Blackboard 

should work here. If not, contact the computer help desk helpdesk@gonzaga.edu  

4. Once you’ve logged in, it’s time to “play”! Enter some search terms. If can’t think of anything to 

search for right now, here are some keywords and phrases to try: 
healing touch      nursing theory            trauma    multicultural 
rural hospitals    program development          tuberculosis      rabies 

a) Use quotation marks to keep phrases together: "healing touch". Try some terms with and 

without the quotation marks to see the difference it makes in your results. 

b) Narrow your search by entering terms in different boxes. For example: enter humor in the 

first search box and healing in the second box.   

c) Add limiters to your search right from the start by checking the Peer Reviewed box and/or 

other limiters such as Evidence-Based Practice, age levels, etc.  Keep in mind that if you add 

too many limits, you may get no results at all! 

 

Another way to refine 
your search. Use the 
drop-down menu here 
to select the field you 
want your keyword to 
appear in: subject, title, 
abstract, author, etc. 

http://www.foley.gonzaga.edu/
mailto:helpdesk@gonzaga.edu
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5. Ready for the big time? Click on the CINAHL Headings tab in the blue bar at the top of the page.  

These headings are CINAHL’s “controlled vocabulary”. They are precise and predetermined terms 

used to describe the content of each article in the database.  These headings are extremely useful 

when you need to identify more (or better) keywords for your search. For example, in CINAHL 

Headings you will find that the uses the term “breast neoplasms” rather than “breast cancer” to 

describe articles on that topic. 

a. Enter the phrase healing touch in the search box and click on the Browse button.  You are 

now browsing the subject headings used by CINAHL.  Since Relevancy Ranked has been 

selected, the “browser” will look for all terms closely associated with “healing touch”. You 

will find that there is no CINAHL heading called “healing touch”, but there is one called 

“therapeutic touch”.  The Scope note will tell you exactly what CINAHL means by 

“therapeutic touch”.  

 

 

 Click on the check box in front of “Therapeutic Touch” 

 Click on the Search Database button. 

 Notice that (MH "Therapeutic Touch") now appears in the search box at the top of the page. 

Each of the articles in this result list will have "Therapeutic Touch" as a Major Heading.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Searching directly from the CINAHL Headings page can get confusing. You may find it 
easier to write down the headings you want to try and then go back to the Advanced 
Search screen and type them in. 

 Each database has its own ñcontrolled vocabularyò, so headings from CINAHL may 
not work in MEDLINE or PsycINFO! Check their headings if you need to: 
 Medlineôs headings are listed in MeSH / PsychINFOôs in their Thesaurus 

 

Please 
Note! 
-----> 
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6. Here’s a list of results. There are 889 articles listed, so obviously this search needs more refining! 

You can add additional keywords to the search boxes. You can add more limits (Search Options). You 

can select one of the suggested subject headings to narrow your search.    

7.   Working with the Results of your search. Click on the title of one of the articles on the results list.  

  Take a look at:  

a. Abstract: this is a description of the article or document. Always read this to determine 

if the article is really what you want.  

b. Major Subjects and Minor Subjects. These are from the CINAHL Headings file. You 

can often find more ideas for search terms here.  If you click on one, the database will 

perform a search for all the articles with that subject heading. 

c. Look for these icons (right). They 

indicate the options available to you 

for saving or working with this 

citation.  The icons mean:  

Print    Email    Save a copy    Cite the 

article    Export (to RefWorks)    Add to folder  

 

d.  If you click on the folder icon, you can store your favorite articles in the folder and 

then e-mail, save, export or print the contents of the folder for this search session. (See 

note on folders in number 9 below.) 

e. Some articles are available directly from CINAHL. If you see either an HTML or a PDF 

icon, you can click on it to get your article. These articles can be printed, saved to your 

computer or e-mailed.  
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f. If you don’t see either of those links, click on the blue Full Text Options link near the 

bottom of the page to connect with Periodicals @ Foley. That way, you can see if the 

article is available through another database.  

g. If it’s not online at all, Periodicals @ Foley will let you know  and provide you with the 

options to order the article through interlibrary loan (ILLiad). 

9. Optional - Click on Sign In  in the upper right corner of the CINAHL search screen and follow 

the directions to create your own My EBSCOhost account.  This free EBSCO service works in 

all EBSCO databases and it allows you to save searches to use later as well as saving the 

contents of your folder. Note: you must login to your EBSCOhost account before you start 

searching if you want to save searches & Folder contents. 

 

 

 

FYI:   There are online tutorials that can show you additional features of searching CINAHL, 

MEDLINE or any of the other EBSCO-hosted databases.  You can find those on our EBSCO tutorials 

page  - go to databases A to Z and click on EBSCO tutorials on the left navigational menu. At any 

time, you can click on the Help link in the upper right corner of the page. Of course, you can always 

call Foley Library 800-498-5941 and get help, too!   

 

 

THIS IS REALLY IMPORTANT!! 

The folks who work at Foley Library are a bunch of really nice, really helpful people. Please don’t 

hesitate to contact us… 

…when you have a question about using the library from off campus 

…if you would like some guidance using the databases, the library catalog or ILLiad 

…if you need help getting started with your research 

…to set up an appointment to meet with a librarian in person or over the phone 

…if you have an overdue book or a fine and need to know what to do about it 

…if you’re coming to campus and you just want to say “hi” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Please help me! If you noticed any errors or if you have suggestions on how to improve the next edition of this tutorial 
handout, contact me directly. Thank you! Theresa Kappus  kappus@gonzaga.edu  

javascript:__doPostBack('ctl00$ctl00$ToolbarArea$toolbar$lnkSignIn','')
mailto:kappus@gonzaga.edu

