FOLEY LIBRARY “TUTORIAL” for MOL/COML
(Updated 9/08)
These exercises and the attached Practice Guides will introduce you to using our library from off campus. You can always
call or e-mail me with questions or if you need more help. — Theresa Kappus, Distance Services Librarian/ Foley
Library, Gonzaga University / kappus@gonzaga.edu / 800-498-5941.
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start your research? Under

the Research Guides heading click on the link for Social & Behavioral Sciences to see the research
guides listed under that heading. Click on Communications. You’ll be on the Start Here page which
provides links to the primary databases recommended for communications studies at GU; a link to our
library catalog for browsing communications topics; and suggested websites. Take a quick look at the
information available on the other tabs for the Communications Research Guide: Find Articles, Find
Books, Web Resources, and Additional Sources.

2. To find out what services Foley Library offers 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 the FAQ.

3. You will want to set up an ILLiad account before you start searching the databases, so go back to
the Foley Homepage. Under the Library Information section, click on Interlibrary Loan- ILLiad and
then click on Eirst 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.
o If you live 35+ miles from campus, please select “Distance Ed Grad” as your status on the
ILLiad registration form.
e 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.
¢ 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 know you will be writing papers and possibly a thesis, but keeping track of references and
typing up the bibliography at the end is 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 (rwgonzagau) to get into Gonzaga’s RefWorks subscription. 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. Go back to the Foley Homepage. The Find Articles section has links to all our databases and to
Periodicals @ Foley (more about that later!). There are some online tutorials for the EBSCO-hosted
databases like Academic Search Premier and Communication & Mass Media Complete. There are a
couple of online tutorials that will be especially helpful. Click on “Databases A to Z” then locate the
link to EBSCO Tutorials on the left side navigational menu. Try these tutorials:

e Basic Searching for Academic Libraries

e Advanced Search with Guided Style

6. You know you can call the library to ask questions, but we also have e-mail and online chat
services you can use to get help. Go to the Foley Homepage. Near the top of the navigational menu
you will see these two links:

e 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.

e 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 is another chat service that 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!

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

| [ Keyword Search | segtior_L Whichever you choose, here are your
Search World Cat objectives:
Regional and Other Libraries 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. J

¢) 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
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d)

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.

More things you might want to know:

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

e Ifabook is checked out to someone else, use “Place Hold” to reserve it for you when it
comes back in.

e 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.

e 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)
b)

c)

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

There is a link to ILLiad in the record for each item. If you find a book you need in WorldCat
(and it 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

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.
2.
3.

ok~

Go to the Foley Homepage www.foley.gonzaga.edu
Under Find Books, click on Library Catalog.
Use the Basic Search option in the catalog and search for the book Building character :
strengthening the heart of good leadership. 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 their TOC listed)
c. Staff View (this actually makes sense to librarians who catalog the books!)
Go back to the Brief Record and scroll down. Note the e-mail & print options.
Scroll up. Click on “Place Hold” on menu bar under the Foley logo.

Search  WIN Borrow My Account My List \ Place Hold JHistory  Help Log Qut

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!

Now, click on the My Account option. (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, but this is where you would go to
renew books you have checked out from Foley library.
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8. 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, using keywords on a topic.
9. When you’re finished, click Log Out (on the upper right) to get back to the Foley homepage.

On the Foley Homepage, under Find Articles, you have three options for selecting a database to start
your search for journal articles:

) Dropdown menu of the most popular databases.
/ b) A-to-Z list of all the databases Foley Library subscribes
Frequently Used Databases to, with descriptions of each.
AllDatabases Ao 2 c) A list of databases by general subject area.
(i belsbaces by Subledt d) The fourth link under “Find Articles” is Periodicals
R Foley. (see # 3 below)

* Mew & Featured Databases

1. FINDING ARTICLES: Practice using the Academic Search Premier database. Work on your
own or use the Database Practice Guide at the end of this section.
Exercise:
a) Login to the Academic Search Premier database
b)Enter your search query/keyword(s).
c) From the results e-mail an article record or article (PDF/HTML link) to yourself.
d)Add two articles to the folder and email the folder to yourself.
e) Export an article (or the contents of a folder) into your RefWorks account.

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 on the Foley Library homepage, click on the Periodicals@ Foley link.
Using the journal title in each of the following citations, search Periodicals@Foley to see whether or
not these articles are available online or in print through Foley Library. Be sure to check for the
availability of the issue or date needed. In some cases there may be a direct link to the article.

a) Worden, S. (2005). Religion in Strategic Leadership: A Positivistic, Normative/Theological, and
Strategic Analysis. Journal of Business Ethics, 57(3), 221-239.

b) Baldwin, D., & Grayson, C. (2004, March). Positive influence: How leaders get others to see it
their way. Leadership in Action, 24(1), 8-11.

c) The demise of the heroic leader. (2006, Fall). Leader to Leader 42 : 55-56.
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d) Son Hing, L., Bobocel, D., Zanna, M., & McBride, M. (2007, January). Authoritarian Dynamics
and Unethical Decision Making: High Social Dominance Orientation Leaders and High Right-
Wing Authoritarianism Followers. Journal of Personality & Social Psychology, 92(1), 67-81.

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.

Q: What does Ain Foley Periodical sd mean when |

A: nfilFol ey P eneansatdtiwe laaleshé journal here in our print collection. Th at 6 sl trdisg h|
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.

Exercise:
a. Practice requesting an article from Academic Search Premier using ILLiad.

a. Find an article that is not available in full text from that database.

b. 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 may cancel rather than submit your
request if you don’t really need the article. 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 be very selective when you
request articles or books through ILLiad.

4. Optional Exercises: Briefly practice using one (or more) of the following databases.
b. Communications and Mass Media Complete
c. SocINDEX
d. ProQuest. This is not an EBSCO database, so it will look different, but the search process is
pretty much the same.
e. WorldCat (books, etc. from other libraries)
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DATABASE PRACTICE GUIDE

1. Go to the Foley Homepage www.foley.gonzaga.edu
2. There are several ways to access the Academic Search Premier database. Try one of these:
a. Under Find Articles, click on the drop down menu and select Academic Search Premier.
b. Under Find Articles, click on All Databases A-Z and select Academic Search Premier.
c. Under Find Articles, click on All Databases by Subject; scroll down to the General heading and
select Academic Search Premier.
3. At this point you will have to log in. The username/password that 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:
employees workaholics strategic leadership communication
service learning  decision making downsizing interpersonal communication

a) Use quotation marks to keep phrases together: "strategic leadership”. 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 leadership in the second box.

¢) Add limiters to your search right from the start by checking the box for Scholarly (Peer
Reviewed) Journals and other limiters such as entering a date range. Of course, if you add too
many limiters, you won't get any results at all!

Searching: Academic Search Premier | Choose Datsbases » Foley Center Library Gonzaga University

humar in | Select a Field {optional) D m m @
and D leadership in | .Select a Field (optional I
and D in | Select a Field {optional) D Add Raw Another Wa.y tO reﬁne

Advanced Search | Visual Search | Search History/Alerts | Preferences » your Search. USQ the

Search modes @ () Boolean/Phrase Apply related words [ tO se ECt t e riela yOU
® Find all my search terms sow e . want your keyword t_o
) Find any of my search terms full text of the articles: appear in: Sub]ect, tltle,
(O SmartText Searcling Hint abstract, author, etc.
Limit your results
Full Text [ References Available [
N REVI_:;'I;?;&(&ZT; @“’"‘ Month | vear: 2002 |to| Month D'reD

Publication

Document Type

Publication Type

Perigdical
Newspaper
Book

[ >]

< >]

Number Of Pages D Cover Story O

Articles With Images
FDF
Text with Graphic

If you need any help with searching EBSCO,
call the Foley Center Library at 509-313-5931, or chat on-line with us.
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Ready for the big time? Click on the Subject Terms tab in the blue bar at the top of the page.

These terms are Academic Search Premier’s “controlled vocabulary”. They are precise and
predetermined terms used to describe the content of each article in the database. Subject terms are
extremely useful when you need to identify more (or better) keywords for your search.

w |GEESCOhDst: Thesaurus ‘

Searching: Academic Search Premier | Choose Databases »

DE "HUMOR in business”

Srowsing: Academic Search Premier -- Subject Terms

@ Term Begins With O Term Contains ORe\avancy Ranked

Page: Previous | Next

Select term, then add to search using: | oF D m

(Click term to display details.)

HUMOR Use AMECDOTES; WWIT & humor

HUMOR aquosus Use AQUEQUS humor
[] HUMOR in advertising
[J HUMOR in business

Advanced Search | Visual Search | Search History/Alerts § Preferences »

a) Enter the phrase humor in the browse
box and click on the Browse button. You
are now browsing the subject headings
used by Academic Search Premier.

b) We’re browsing for terms that begin with
the word humor, but note that you can
also browse for terms that contain the
word or for relevant terms.

c) In this database, the preferred term for
humor is “wit & humor”.

d) Check the box in front of humor in
business and then click the Add button.
Notice that (DE "HUMOR in business™)
now appears in the search box at the top
of the page. The DE is for “descriptor” —
another word for subject heading.

e) Click on Search to find articles that are about “Humor in business”.

K .
Please
Note! K
_____ > eep
e FEachdatab a s e
e

phrases

has
Search Premier may not work in PsycINFO or SocINDEX!

Searching directly from the Academic Search Premier 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. Use quotation marks to

toget her :

i ts

i humor in advert

own A csomeadngslfromeAdadendcc a b u
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6. Here’s a list of results. There are 76 articles listed, in order by relevance. Your goal should be to
narrow/focus your search down to 30 or so articles. There are many ways to do this.
a) Add additional keywords to the search boxes.
b) Limit to just Academic Journals (recommended!)
c) Use the sliding scale to limit the date range of the articles
d) Select one of the suggested subject headings to narrow your search.

e) Click on Search Options for more ways to focus your search.

Keyword | Publications | Subject Terms ! Gted References | More - Sign In to My EBSCOhost #8 rolder | NewFeatures! | Help
Searching: Academic Search Premier | Choose Databases » Foley Center Library Gonzaga University
BSCO DE "HUMOR. in business in | Select a Field (optional) D clear K2]

Advanced Search | VisualSearch | b Search History/alerts | Preferences »

\ C/’ and D in | Select a Field (optional) D Sorted by relevance
and D in | Select a Field (optional) D Add Row /
¥

| 4
AllResults:1-100f 76 Page:1 2 3 4 5 Next Sort by: |Relevance | Add (1-10)
Source Types [ Full Text
[ Resuits for: DE "HUMOR in business™ Alert / Save / Share »

All Results [ References Avsizble

Filter by PublicationgDaj#:

1. Humor and leadership stvle. £=)

Magazines By: Holmes, Janet; Marra, Meredith. Humor: International Journal of Humor Research, 2006, Vol. 19 Issue 2, p119- ad
3 . DO JHL . Y
R 138, 20p, 1 chart; DOT: 10.1515/HUMOR.2006.006; (AN 22208119) 1932 2008
4 PDF Full Text {114k}
Subject |Add to foider | Relevancy: Update Results
4 B rut Text options D]

YERKES, Leslie =« Search Options

CUMMINGS, Parke

ATTITUDES

MARX, Harpo 2. Revievi isin: Lights are flashing, but there's no train in sight. =)
LANCASTER University {Lancaster, Southwiest Farm Press, 5/4/2006, Vol. 33 Issue 12, p4-18, 2p; (AN 20920092)
England) ) FDF Full Text (1.7mE)

5ARA, Dan ) Add to folder Relevancy:

m Full Text Options

Mare s

3. Professional nurses' attitudes towards humour. 55
Subject: Thesaurus Term
By: Sumners, Ann D.. Journal of Advanced Nursing, Feb90, Vaol. 15 Issue 2, p196-200, 5p; DO 10.1111/1365-2648

Company .epB529450; (AN §529450)

Publication Type ) FDE Full Test {4szxe)

Geography JAdd to folder | Relevancy: Cited References: (15) | Times Cited in this Database: (5)
NAICS Industry B cut rext options

4. David Newnham nearly Ioses an ear to a DIY enthusiast. £

7. Now work with the Results of your search. You can see right away which articles are available
online in PDF format.

2. Review is in: Lights are flashing, but there's no frain in sight. (=

Southwiest Farm Press, 5/4/2006, Vol. 33 Issue 12, p4-18, 2p; (AN 20020792
'j FDFE Full Text {1.7ME)
Jadd to folder | Relevancy: DEEEEE

@ Full Text Options

From this view, you can place your cursor over the magnifying glass icon to see a portion of the
abstract for the article; you can open the PDF (and print, save or email the article itself); you can add
this to the folder for this search session and you can take a look to see what other full text options are
available.

8. 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. Doing this saves you time in the long run!
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g.

Take a look at the Subject Headings. These are Academic Search Premier subject
headings. You can often find more ideas for search terms here.

Look for these icons (right). They

indicate the options available to you o] I
1— i

for saving or working with this
citation. The icons in order mean:

Print Email Saveacopy Cite the article Export (to RefWorks) Add to folder
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 entire contents of the folder for this search session.
(See note on folders in number 9 below.)

Some articles are available directly from Academic Search Premier. 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.

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.

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

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

9. Optional — Create a My EBSCOhost account. Click on signin__ in the upper right corner of the
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
and if you are logged in to your EBSCO account, it will save the contents of your folder, too.

FYI1: There are online tutorials that can show you additional features of searching Academic Search
Premier 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 people who work at Foley Library are 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
...1f you aren’t finding enough or the right kind of articles
...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 melf you noticed any errors or if you haveuggestions on howo improve the next edition of thisutorial
handout, contact me directlyThank youTheresa Kappugappus@gonzaga.edu
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