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Introduction XE "Introduction" 
The Ahmed Iqbal Ullah Race Relations Library Catalogue is available online at http://www.racearchive.man.ac.uk.

There is a link to the library catalogue from the main Ahmed Iqbal Ullah Race Relations Resource Centre  and Education Trust websites : www.manchester.ac.uk/racerelations and http://www.racearchive.org.uk 

Core functionality XE "Core functionality" 
The following searches are possible:
· Phrase searching XE "Phrase searching" 
· Field searching XE "Field searching" 
· Keyword searching XE "Keyword searching" 
· Filter by media XE "Filter by media" , e.g. book, model, CD-ROM

· Filter by office or branch XE "Filter by office or branch" 
· View circulation lists for journals XE "circulation lists for journals" 
· View recent acquisitions XE "recent acquisitions" 
Enter the Online Library
To enter the online library, please follow the link from the Ahmed Iqbal Ullah Education Trust website : www.racearchive.org.uk, or enter the following 
address in your web browser : www.racearchive.man.ac.uk 

Choose your option from this screen according to the task you wish to perform.  Full explanation of each command is explained below.

Field Search XE "Field Search" 
Using the Field Search Option, PenLib allows you to search for a title, author, case, series, etc.  You can search for a word in a selected field in a catalogue record.  Here’s how:

1. From the opening screen XE "opening screen"  choose Field Search:
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2. the following window appears:
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3. The Search On: field XE "Search On\: field"  contains a drop down list.  To find the field you wish to search on place your mouse on the arrow and choose one of the fields listed.
[image: image5.emf]

 XE "Search on\: box" 
4. Press tab to move to the Find: field

5. Enter the whole or part of text you wish to find XE "find\: box"  
6. Click on the [image: image6.emf]

 button XE "Search button"  to perform the search.

Tips:
An example:  to find Books by Professor Kushnick select the author field and type Kushnick in the Find: box.

Case sensitivity XE "Case sensitivity"  - there isn't any, you can use any combination of upper and lower case.

Truncation XE "Truncation"  - to find a word XE "find a word"  with an apostrophe in it, truncate the word to the letter before the apostrophe, e.g. ‘Tolley’ will find ‘Tolley's’. You can also truncate to find words which begin with the same stem, e.g. ‘negligen’ will find ‘negligence’ and ‘negligent’.

Advanced Search XE "Advanced Search" 
Three more fields are provided enabling you to use AND OR NOT for more advance searches.
The following example looks for ‘books’ with the words ‘Race’ and ‘Women’ including in their title.
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1. Click on the Field Search command

2. The Search On: field contains a drop down list.  To find the field you wish to search on place your mouse on the arrow and choose one of the fields listed.  Choose ‘Title’ XE "Search on\: box" 
3. Press tab to move to the Find: field

4. Enter the whole or part of text you wish to find XE "find\: box" .  Type  ‘Race’

5. Press Tab

6. Choose an operator using the drop down list i.e. ‘and’, ‘or’, ‘not’, we will choose ‘and’ 

7. Press tab to move to the next field

8. Type text you want included in the find, we will use ‘Women’

9. Press tab to move to the Media field

10. Choose ‘books’ from the drop down list

11. Click on the [image: image8.emf]

 button XE "Search button"  to perform the search.

Search Results XE "Search Results" 
Once you have performed your search you will be presented with a list of items which meet your search criteria. The following example shows the books we found for Race and Women using the advance search example above.
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7. Click on the [image: image10.emf]

 button along side the item you want to display the details of.

8. Tick the [image: image11.emf]

 on the right-hand side of the screen for the items you want to print a list of. Once you have ticked as many boxes as you need, click on the [image: image12.emf]

 button.
You will be presented with the following preview:

[image: image13.emf]

 XE "Preview Selected button." 
Subject List Search XE "Subject List Search" 
This option allows you to search on a subject XE "search on a subject"  by which the catalogue item has been indexed.
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9. Click on Subject List Search.
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10. Click on the Search for Subject: box, scroll down and choose the required subject
11. Combine with up to two other subjects by using the remaining boxes
12. Click on the [image: image16.emf]

 button XE "Search button"  to perform the search.
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