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Learn how to: 

§ Search EBSCOhost 
for journal articles. 

§ Find both full-text 
and in-house 
articles. 

§ Get the results you 
need! 

 

Regular Library Hours* 
 

Notre Dame Campus 
Monday - Thursday ...................................... 7:45 AM - 9:00 PM 
Fridays ......................................................... 7:45 AM - 4:30 PM 
Saturdays ..................................................... 8:30 AM - 4:00 PM 
Sundays ....................................................... Closed 

Exchange District Campus 
Monday - Thursday ...................................... 7:45 AM ï 6:30 PM 
Fridays ......................................................... 7:45 AM ï 4:30 PM 
Saturdays and Sundays ............................... Closed 

 
*From September - June.  Holiday and summer hours differ.  Check 
http://library.rrc.ca/Locations-and-Hours/default.aspx for up-to-date information. 

 

Includes information for: 
 

¶Academic Search Complete 

¶Business Source Complete 

¶Canadian Reference Centre 

¶CINAHL (nursing literature) 
 

 Also Available online 

http://library.rrc.ca/Locations-and-Hours/default.aspx
http://goo.gl/X5xdN.qr
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About EBSCOhost 

 

The RRC Library subscribes to many of the databases available through EBSCOhost®, 

an Internet-based online service. These databases allow you to find the full text of journal 

articles, reports, etc.  Academic Search Complete, which includes journal and magazine 

articles, book reviews and more, is our most heavily used database and instructions for 

using it follow.  Other databases illustrated in this guide are Business Source Complete, 

Canadian Reference Centre, and CINAHL  (Cumulative Index to Nursing and Allied 

Literature).   

 

EBSCO databases full  text articles.  This means the entire text of many articles is 

available through your computer.  You can find an article and print it out in minutes, but 

first you must understand how to search.  This guide will illustrate searches in our most 

frequently searched EBSCOhost Databases. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Definitions 
¶ Citation:  a description of an article, including author, title, and publication 

information. 

¶ Abstract:  a summary of an article. 

¶ Database: a collection of data organized especially for rapid search and 

retrieval. 

¶ Linked Full Text:   the full article is available in another database and this link 

will take you there. 

¶ HTML Full Text:  the actual text of the article in Hypertext Markup Language. 

¶ PDF: a scanned image of the article as it appeared in the journal, available 

through Adobe Acrobat Reader, in Portable Document Format. 

 

Click on the Search 

Ebscohost link. 

 

http://lor.rrc.mb.ca/items/a5f37ffb-e5f3-4287-3e86-6d13f1f80750/1/RRC%20Library%20Guide%20to%20Database%20Definitions.pdf
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Searching for Articles 
 

The Library subscribes to a variety of databases that give you access to full text journal articles.  

There are many reasons why you will want to find articles for research papers, presentations, etc.  

Articles: 

¶ Are an up-to-date source of information ï they are published more quickly and 

frequently than books. 

¶ Often cover topics that are not yet addressed in books. 

¶ Often appear in journals which are published by professional associations and written 

by experts in the field. 

¶ Are most likely required by your instructor as part of your research. 

¶ Expand your horizons beyond the books we have on hand and the material found on 

the Internet. 

 

 

Online Gateway 

 

Our license agreements restrict the 

use of certain databases to 

registered RRC students and staff 

and require you to sign in for 

access.   

 

Click on any restricted database 

link and you will be taken to the 

Online Resources Gateway.  

 

1. Enter your username and 

password.  A second window 

will open. 

2. Keep this window open if you 

want to later search in another 

database.   From then on 

during your session you will 

have access to any of our 

restricted databases until you 

log out.    

3. Click on the Continue link to 

go to the database.  

4. When you have finished 

searching, return to the 

Gateway Window. 

5. Click on Logout. 

6. Forgetting to Logout can cause 

problems. 

http://www.rrc.mb.ca/index.php?pid=5743
http://www.rrc.mb.ca/index.php?pid=5743
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Selecting the Database 

 

 

1. Click on the Articles in 

Magazinesé Link: 

 

2. Select Academic 

Search Complete - 

Academic Search 

Complete already has a 

check mark beside it.  

Click on the Continue 

button or directly on the 

blue link: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

There are many more 

databases in this list!  

Be sure to see what else 

we have to offer you. 



6 

 

Academic Search Complete (ASC) 

 

The Advanced Search is the default search, which offers various search options. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Type search words into one or more of the search windows.  If you type more than one 

word in a box EBSCO will search for that exact phrase unless you change the default 

search mode.  Link separate terms with Boolean Operators, unless you want to search for 

an exact phrase.  (See Boolean Searching on the next page)   

 

Field Codes - Field codes pinpoint where you want specific terms or phrases found.   

Select these from the drop-down lists or leave them as Default Fields to search all fields.  

We want to find articles that deal with óNote takingô and have any variation of the words 

college, colleges, university or universities anywhere in the articles so we left the field 

code at Default Fields.  We also used Boolean Operators (p. 7) and the Truncat ion 

symbol.  

 

 

 

 

 

 

We also limited the results to articles that were either Full Text (where the entire article 

can be retrieved from the database) or RRC Holdings (journals the Library subscribes to 

in paper form). 

 

Truncation 
Note: Truncation is defined as óshortening by cutting offô. 

 
The keyword search allows you to truncate words.  If you truncate a word, you will be able 
to retrieve records that contain any variation of that root word. 
 
EBSCOhost uses the asterisk symbol (*) as its truncation symbol.  To use truncation, type in 
the root of a word and replace the ending with an *.   For example, type comput* to find 
articles containing the words compute, computer, computers, computing, etc. 
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Limit your results  - On the Search Screen there are several search limit options.  The 

most common way to limit searches is by choosing to find Full Text articles (where the 

entire text of the articles is in the database).  RRC Holdings flag articles from journals to 

which the RRC Library subscribes.  Many of these articles may also be full text, so you 

do not have to find the paper copy if this is the case.  Holdings information is handy if the 

article is not full text, as you can go to the Library shelves to find it in the journal. 

 

 

 
 

 

 

 

 

 

Peer Reviewed - Peer-reviewed or óscholarlyô journals are publications which have been 

reviewed by a panel of acknowledged experts in the journalôs field of study.  Students in 

Nursing, Child and Youth Care and related programs often need to find these articles.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

We recommend selecting both Full Text and RRC Holdings when you first begin 
searching.  If you are off-campus when searching, start with Full Text only and later 
expand to RRC Holdings if you do not find suitable full text articles. If you cannot find 
enough information, remove those limiters and search again.  You will retrieve a 
greater number of articles on your topic. 
 

 

Boolean Searching 
 
Boolean searching is one of the most useful things you can learn about databases.  
Boolean search terms (usually called operators) cause search engines to work the way 
you intend. 
 
AND ï Type óandô between search terms and only articles containing both search terms 
are retrieved.  For example ódogs and catsô retrieves only articles containing both words.  
 
OR ï Type óorô between search terms and any articles that have either word in them will 
be retrieved.  For example, ódogs or catsô retrieves articles containing the word dogs or 
the word cats or both the words dogs and cats. 
 
NOT ï Type ónotô before a search term and you are telling the search engine to exclude 
articles which contain a certain word.  For example, typing ódogs not catsô will result in 
only articles containing the word dogs.  Articles containing both the words ódogsô and the 
word ócatsô, will be excluded. 
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The Results List 

After searching, the results display in date order on the screen.  You will see the 

ócitationô, which is the articleôs bibliographic information such as the title, author, source, 

date, etc.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 
 

Notes - You will see one of these two notes in every record: 

 

¶ Note: Interlibrary Loan Request  (If there is no Full Text Link)  -- This note 

indicates we do not subscribe to the journal.  If you do not see a full text symbol in 

the record you can request an Interlibrary Loan through our online form. We 

recommend that you first limit your search to full text and RRC Holdings before 

using ILL services though, as it is probable you will find useful articles.  

 

¶ Note: RRC Library  subscribes to this journal. Check our Periodical shelves -- 

This note indicates we subscribe to the paper copy of the journal.  You can look at the 

paper copy even if the article is full text in the database. 

 

This note tells you we 

donôt subscribe to this 

journal but it is 

available in full text 

format to view 

immediately. 

Click here to see a preview 

of the article.  See p. 31. 

We subscribe to this journal so 

you can view it in paper format 

from our shelves. 

http://www.rrc.mb.ca/library/a_ILL/introILL.htm
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Above is an example of an article to which we do not subscribe and which is also not 

available in full text format.  (There are no full text links in the record).   

 

If you are interested in this article, click on the magnifying glass icon or the title and read 

the abstract to see if it will meet your needs.  If you need the full text of the article, you 

may request it through our Interlibrary Loan Services.  (Explained on P. 11)  First, please 

ensure that there are not other full text articles readily available on your topic. Remember 

to ask for assistance at the Information Desk if you cannot find what you need. 

The Full record display 

 

Clicking on the title of the article takes you to the full record display. 
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HTML Text 
 

If the article contains full text, you will see it by scrolling down the screen.  If you 

clicked on the HTML Full Text  link, you would be immediately taken to the point in the 

record where the full text begins, as shown below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PDF Full Text 
 

The PDF link in a record will take you directly to the Acrobat version of the document.   

You can print, save or email the article at this point. 
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Printing and Downloading 

 Add to folder - Add the article to the session folder or your 

personal My EBSCOhost folder. 

 Print  - Print the article. 

 E-mail - E-mail the article to yourself or multiple e-mail 

addresses. 

 Save - Save the article to a destination on your computer. 

 Cite - Retrieve citation information for the article in several 

different formats.  

 Export  - Export the article to your bibliographic management 

software.  

 Create Note - Save a note on the article to your My 

EBSCOhost folder. 

 Permalink - Copy and paste a persistent link to the article.  

 Bookmark - Bookmark the article to one of many to social bookmarking sites such as dig, 

del.icio.us, Facebook, etc  

 Listen - Hear the HTML Full Text of an article read to you using Text-to-Speech.  

 Translate - Translate the HTML Full Text of the article to one of many available 

languages.  

 

Printing Articles with Various Citation Formats 
 

You can print, email or save articles with a specific citation format such as APA or MLA 

or you can format the citation and copy and paste into a document.  To print an article:  

 

1) Click on the Printer Icon.  

2) Pull down the Citation Format menu and choose the appropriate citation format. 

3) Click on the Print button to print the article with the selected citation formaté OR 

cancel printing and copy and paste the formatted citation into your bibliography, etc. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



12 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 

 
Saving Articles to the folder 
 

When you find articles that you like you can add them to the temporary folder and print, 

save or email them as a group before exiting.  To do this, click on the add to folder icon.  

You can also do this from the full record display ï just look for the folder icon near the 

top of the record. 

 

 

 

 

 

 

 

 

 

 

 

 

 

When you have selected your records you can then go to the folder by clicking on the Go 

to Folder View link. 

 
The citation will be formatted in 

the form you requested. 

 

 

To quickly copy a citation, click on 

the yellow paper icon and all citation 

styles will be automatically formatted 

for you to grab. 
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From the Folder Contents screen you can Print, E-mail or Save the articles.  You can 

again select the citation format you prefer. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Interlibrary Loan 

An interlibrary loan (ILL) is a transaction in which your library obtains material from 

another library on your behalf. The purpose of Interlibrary Loan service is to increase 

access to information by making materials in other libraries available to the RRC campus 

community.  Transactions occur locally, nationally and internationally. 

We will obtain articles from other libraries if we do not have paper or electronic access to 

them.  Carefully check the item you are requesting to make sure it is not full text in a 

database or available on our shelves.  We will not obtain, copy or print articles for you 

that you are able to access yourself.  Material obtained through inter-library loan is solely 

for use by the requesting individual and may not be reproduced or distributed. 

Also, please check your article results list carefully as most articles in the Ebscohost 

database are now available in full text.  Most times there are sufficient full text articles 

available to meet your information needs without requesting Interlibrary Loans.  Ask for 

assistance at the Information Desk if you are not finding what you need on your own. 

 

 

 

Mark them one at a time 

or all at once. 
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To acquire an EBSCOhost article through Interlibrary Loan, first make sure the article is 

not from a journal we subscribe to.  Next, make sure there are no other suitable full text 

or in-house journal articles readily available.   

Finally, click on the blue link in the article to go to our ILL article request page and fill 

out the required information.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your Printing Account- NDC and EDC  

 
All registered full-time students at the Notre Dame and Exchange District 
campuses of the College have a printing account assigned to them. Continuing 
Education students may have a printing account. These accounts are neither 
created nor administered by the Library. Check with your instructor if you have 
questions about your printing account. 
 
Printing accounts may have funds deposited into them by the studentôs department 
at the beginning of the year, or it may be set at $0.00.  To determine this, log into 
the College network and check this site, 
http://printaccount.rrc.mb.ca:2941/webtools/index.html.  You will need to log in as 
yourself to check your printing balance.   
 
To add funds to your account: 
 
 NDC - go to the Print and Graphic Centre in room DM 19 or the Equitrac 

Paystation on the first floor of Building C. 
 
 EDC - go to the Print and Graphic Centre in room W104 or the Equitrac Paystation 

on the ground floor in the Atrium by the elevator. 

 

 
 

http://printaccount.rrc.mb.ca:2941/webtools/index.html
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The Search History Tab 

 

The Search History tab allows you view and modify previous searches.    

 

Ebsco keeps track of each search you performed in your current session.  You can 

combine searches together to create more specific, sophisticated queries, or eliminate 

certain search results from appearing. 

 

For example, letôs combine our search on ónote takingô with ólectures or lecturingô 

(truncated to lectur*). 

 

1. Click on the Search History/Alerts link. 

2. Type in new search terms. 

3. Click on the number of the previous search you want to combine or alter and click 

the add button. 

4. Click on Search to run your new search. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Your new results are 

available below on 

the screen or by 

clicking here. 












































