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User Guide introduction 

This presentation will guide you through searching the Virtual library 

and using some of it’s different functions. 

 

This includes: 

 

• Navigating from the home page 

 

• Using the quick search function 

 

• Using the advanced search 

 

• Viewing articles in PDF and HTML format 

 

• Saving searches, setting up a marked list and using email alerts to 

find out about latest content 

 

• Using the administration area to personalize your Virtual Library, 

view usage statistics and edit passwords and account information 
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Search 

books, 

journals and 

collections by 

clicking on 

the links 

shown here. 

Homepage 

Navigate to 

your relevant 

area for 

useful links 

and 

information. 

Or browse by 

subject using 

the drop 

down menu. 
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Using the Quick Search 

Perform a 

quick search 

by typing the 

words into 

the tool bar. 

You can also 

use double 

quotes to 

search an 

exact phrase. 
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Using the Advanced Search 

On the home 

page you can 

also select 

the 

‘Advanced’ 

search 

option, 

located here. 
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Using the Advanced Search 

On the 

advanced 

search page 

you can 

narrow your 

search 

criteria using 

the drop 

down menus 
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Using the Advanced Search 

There are 

drop down  

menus to limit 

searches 

 

You can limit 

searches to 

books or 

journals, by 

subject area 

or by year of 

publication. 
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Refining your search 

When you 

have your 

search, you 

can refine it 

to only the 

items to 

which you 

are 

subscribed. 

 

 You can also 

choose to 

sort the 

search by 

relevance, or 

have newest 

or oldest 

items first. 
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The key tells 

whether the 

article is one 

that you 

subscribe to, 

or one that is 

publicly 

available.  

Viewing your search results 

You can print 

email or 

export your 

search in a 

format that 

suits you. 
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Viewing your search results 

You can 

select the 

searches to 

show 

abstracts of 

the titles or 

hide them if 

you prefer. 

 

 

For more 

details on a 

specific 

article click 

the title. 
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Article overview 

On the 

summary 

page select 

‘More like 

this’, and 

click on the 

author(s) of 

your choice 

to view more 

articles by 

this person. 
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Article overview 

In the article 

summary 

you can also 

elect to view 

the article in 

PDF or 

HTML 

format. 

Click on the 

logos shown 

here for the 

preferred 

format. 
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Viewing in HTML 

In HTML 

format you 

can browse 

the article 

like a web 

page. Click 

on images to 

view them 

larger in a 

pop-up 

window. 
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Viewing articles in PDF 

In PDF 

format you 

can read the 

article like a 

document.  
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Viewing eBooks in PDF 

eBooks are 

viewed in 

PDF .  
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Viewing eBooks in PDF 

You can 

browse other 

chapters by 

selecting 

them on the 

left hand 

side.  
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Creating a user account 

You may 

want to save 

a specific 

search so 

that it runs 

automatically  

when new 

content is 

uploaded. 

 

This requires 

you to create 

a personal 

registration. 



© ICE Publishing 2010 18 

Creating a user account 

To complete 

the personal 

registration 

form, fill out 

all the details 

and then 

create a user 

name and 

password. 
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Saving your search 

You can now 

choose to 

save 

searches on 

their own... 
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Saving your search 

...or within a 

group of 

related 

searches, by 

selecting “to a 

new folder” in 

the drop down 

menu. 
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Saving your search 

To receive a 

notification 

when new 

content is 

added that 

matches your 

search 

criteria, tick 

the receive 

email alert 

box shown 

here. 
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Setting up email alerts 

You can also 

choose to 

receive 

updates to 

the site from 

the home 

page. 



© ICE Publishing 2010 23 

Setting up email alerts 

Updates will 

include new 

publications, 

new journal 

issues or new 

content in 

specified 

subject 

areas. 

To do this 

click on the 

subject alerts 

link and go to 

the “add” tab. 
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Using your Marked List 

Registering 

also allows 

you to 

bookmark 

articles that 

you want to 

return to in 

future.  

You can do 

this from 

search 

results… 
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Using your Marked List 

…or by 

browsing 

tables of 

contents. 

You can then 

view or edit 

your marked 

list by clicking 

on the link 

shown here. 
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Using your Marked List 

You can then 

view your 

marked list 

any time you 

are logged in. 
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Librarians user area 

Click on the 

“For 

Librarians” 

tab to go to 

the librarians 

user area. 
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Librarians user area 

Here you can 

download the 

latest price 

lists… 

...and view 

details for 

linking to 

licensed 

content... 

…MARC 

records for 

populating 

your 

catalogue… 
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Librarians user area 

You can also 

download 

copies of our 

standard 

licence 

agreements. 
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Administration menu 

By logging in 

with your 

administrator 

user name 

and password 

you can 

access the 

administration 

menu. 



© ICE Publishing 2010 31 

Personalising your Virtual Library 

By selecting 

“Upload 

institutional 

logo”, you 

can create an 

image in the 

top right hand 

corner of the 

site.  
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Personalising your Virtual Library 

This will let 

users know 

that the site 

is licensed 

and endorsed 

by your 

organisation. 

From this 

page you can 

also access 

counter 

statistics. 
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Accessing user statistics 

These 

reports can 

allow you to 

monitor the 

use of you 

subscribed 

content. 
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Setting up email alerts 

In the 

Librarians 

area you can 

set up email 

alerts for new 

content, as 

discussed 

earlier. 
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Updating account details 

From the 

administration 

menu, you 

can update 

authentication 

details 
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Updating account details 

In this 

section, you 

can update 

your IP 

address… 

…change 

your user 

name and 

password 

…and create 

your 

Shibboleth 

identity. 
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Help page 

If you need 

any more 

help on your 

Virtual 

Library, you 

can go to the 

help page 

where you 

can view 

“Frequently 

asked 

questions”. 
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Contact us 

Alternatively, 

you can 

contact us 


