PenWeb User Guide


[image: image1.jpg]Bailey Solutions @

Helping Businesses run more efficien tly




PenWeb User Guide

Last modified: September 2004
[image: image2.jpg]




Contents
3Introduction


3Core functionality


4Enter PenWeb


4Field Search


5Advanced Search


6Search Results


7Subject Search (PenWeb Access version only)


8Subject List Search


8Borrowing a book


9Returning a book


9Check what you have on loan


10Acquisitions


10User Guide


11Index




Introduction XE "Introduction" 
PenWeb is our web enabled search interface so you can search your library catalogue. This User Guide covers both SQL and Access versions of the product, unless specifically stated.


Core functionality XE "Core functionality" 
PenWeb has the following core functionality:

· Automatic truncation XE "Automatic truncation" 
· Phrase searching XE "Phrase searching" 
· Boolean logic XE "Boolean logic" 
· 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" 
· Tag items for printing XE "Tag items for printing"  and printer friendly list of chosen items

· Hyperlinks XE "Hyperlinks"  to documents and web pages XE "web pages" 
· View circulation lists for journals XE "circulation lists for journals" 
· View recent acquisitions XE "acquisitions" 
· Borrower enquiry

· Optional user self-loan and self-return
Enter PenWeb XE "Enter PenWeb" 
To enter PenWeb click on the PenWeb icon on your desktop or click on the link in your Intranet.
A version of the following screen will appear:
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[N.B. The Access version of PenWeb will contain an additional menu option for Subject Search]
Choose your option from this screen according to the task you wish to perform.  A full explanation of each command is given 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"  above, choose Field Search (the first option)
2. the following window appears:
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3. The Search On: field XE "Search On\: field"  contains a drop down list. Place your mouse on the arrow and choose one of the fields listed. The default value is All.
[image: image5.emf]

 XE "Search on\: box" 
4. Press tab (or mouse click) to move to the Find: field

5. Enter the whole or part of text you wish to find XE "find\: box"  
6. The Media field XE "Media field"  contains a drop down list.  Place your mouse on the arrow and choose one of the fields listed. The default value is All.

7. The Office field XE "Office field"  contains a drop down list.  Place your mouse on the arrow and choose one of the fields listed. The default value is All.

8. Click on the [image: image6.emf]

 button XE "Search button"  to perform the search.

Tips:
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’. Truncation is automatic here, so “law” will also find “laws” and “lawyer” etc.
Advanced Search XE "Advanced Search" 
Three more fields are provided enabling you to use the Boolean operators AND OR NOT for more advanced searches.
AND: both terms must be present (e.g. contract and law)
OR: either term can be present (e.g. legislation or law)
NOT: the second term must not be present (e.g. law not Europe)
The following example looks for ‘books’ with the words ‘law’ and ‘property’ included in their title.
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1. Click on the Field Search command

2. The Search On: field contains a drop down list.  Place your mouse on the arrow and choose one of the fields listed.  Choose ‘Title’ XE "Search on\: box" 
3. Press tab (or mouse click) to move to the Find: field

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

5. Press Tab

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

7. Move to the next field

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

9. Move to the Media field

10. Choose ‘Books’ from the drop down list

11. Leave at Office at “*All”

12. 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 Law & Property using the advanced search example above. Results are in alphabetical order by title:
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9. Click on the [image: image10.emf]

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

10. 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:
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 XE "Preview Selected button." 
11. Use function buttons or menu commands within your browser to save or print the previewed selection.

Subject Search (PenWeb Access version only)
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Click on Subject Search XE "Subject Search" .

Enter up to three subjects in the boxes provided. Use and to link subjects together.

Further restriction by media is available via the and Media: box

Click on the Search button to perform the search.

Hint:

The Subject Search will only work if you know the exact terms used. If in any doubt, prefer the Search option below where the exact terms can be chosen from a drop-down list. There is no truncation in this type of search.
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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12. Click on Subject List Search.
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13. Click on the Search for subject: box, scroll down and choose the required subject
14. Combine with up to two other subjects by using the remaining boxes; the AND operator is preset and cannot be changed
15. Change the Media and Office boxes if further restriction is required for either/both of them; default is All
16. Click on the [image: image17.emf]

 button XE "Search button"  to perform the search.

Borrowing a book XE "Borrowing a book" 
This option allows you to check out a book XE "check out a book"  to yourself from your desktop.
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17. Click on Loan XE "Loan" s - the following window will appear:
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18. Enter the Volume ID number of the item you wish to borrow - you will find this on the book itself.

19. Choose the User from the User: field XE "User\: box"  by scrolling down the list of names
20. Click on [image: image20.emf]

 XE "Check Volume" 
21. Click on [image: image21.emf]

 XE "Confirm Loan" 
Note: 
Before clicking on [image: image22.emf]

, if you haven't entered the correct Volume ID for example, click on [image: image23.emf]

 and enter the correct Volume ID XE "Volume ID"  or choose the correct User. 

Returning a book XE "Returning a book" 
You may wish to check in a library item XE "check in a library item"  at your desktop in order to allow someone else to borrow it.
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22. Click on Return Copies XE "Return Copies" 
23. Enter the Volume ID
24. Click on the [image: image25.png]


 button.

25. Click on the [image: image26.jpg]


 button.

The item is no longer checked out in your name.
Note: 
You can also return books checked out in your name from the Borrower Enquiry XE "Borrower Enquiry"  page. 

Check what you have on loan XE "Check what you have on loan" 
You may wish to remind yourself of what you have on loan from the library.
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26. Click on Borrower Enquiry XE "Borrower Enquiry" 
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27. From the User: box choose your name from the XE "User\: box"  drop down list
28. Click on the [image: image29.emf]

 button.  A list of borrowing will appear, with the latest transactions first:
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29. From the list of items appearing there, click on the [image: image31.emf]

button XE "Return button"  on the left hand side of each item to return it.
Acquisitions XE "Acquisitions" 
To display a list of recently acquired books.

Click on Acquisitions.

A list of newly acquired books will be displayed under their Subjects. Subjects are listed in alphabetical order.

User Guide XE "User Guide" 
Click here to view or download this guide.
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