The Home Page

From the Home Page, you can search the SHARE catalog, find information in online databases,
search other library catalogs, check your patron account, see what materials are popular with
SHARE users, and obtain information about the SHARE libraries.

Click here to request an
interlibrary loan, recom- Click here to check
mend a title for purchase,

your patron account.
or to place a hold

Enter your search terms here,
then press “enter” or click on
the search button. \
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See page 7 for information
on power searching. If you want to login to your account, enter

your user ID and PIN numbers, in the boxes
above, and click on the blue “login” button.
(see also page 18). You may chose to login if
you want to check what items you currently
have charged out, to place holds, or to re-
trieve answers to messages that you have sent
via the SHARE. You do not have to login to
your account in order to search the catalog or
to place holds.



The Search Results Screen

The list of records resulting from your search is displayed in pages, with 20 items per page.
You can use the up and down arrows or the scroll bar to move up and down a page. Use the
“next” button to go to the next page of results. Use the “previous” button to go back to a
previous page of results. Use the “Go Back” button to return to your search screen.

Note: do NOT use the “back” button on your browser!

Click here to go
Click here to back to the Click here to see
Click here to return return to the previous page of  the next page of
to the Home Page. search screen. results. results.
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Click on “details”

to see holdings and
location information
for an item.

If you retrieve many records, you can
narrow your search by clicking on one

of these subject categories, or click on the
“limit search” button..



Limiting or Sorting Search Results

If your search retrieves up to 200 records, you can sort the results by author, title, subject,
relevance, oldest to newest, or newest to oldest. If you search retrieves more than 200 records,
you can not sort them, but they should be displayed with the most recently added items listed
first.

The fields shown below for sorting and limiting a search are found at the bottom of each page
of the search results list. You can click on the “limit search” button on the search results
screen toolbar, or scroll down to the bottom of the page.

After selecting
criteria for sorting
or limiting search
results, click the
search button.

Eearch Again

dogs wiords Drphrasej Search

library: |Hacine hdain Library j
lanquage: |AN“r’ J‘]

format: |AN“r’ \ _’J
type: |AN‘T’ \ I )d

location: |AN”T’ j
itemn categoryl: |AN‘T’ 4
item category2: |;3~N“r”
match on: |Kewnrd5 _'?L\
pubyear: |
sort by: |N|:|ne A \\

Click here to Click on the drop-down arrow for
select a criterion any of the fields above for options
for sorting. to limit your search results.



The Item Information Screen

The item information screen is the default screen for looking at an item record. You can click on
the “catalog record” tab for more information about the item. Clicking on the “a look inside” tab
will provide a summary of the books contents, if this information is available in the record for this
item. Not every record will include this tab.

Items in blue are hot links. If you click on them, they will take you to related information,
such as other books by the same author, other books in a series, or other books on the same topic.

Click here to Click here to see the Click here to see the

place a hold
on this item.
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Holdings information, listed by library, indicates how
many copies are owned and whether they are avail-
able. If Racine’s copies are not available, try expand-
ing your search to include the other libraries in the
consortium.



Words or Phrase (Keyword) Searching

Words or phrase searching is the search method that automatically appears when you first arrive
at the WAVE, and whenever you click on “new search” from somewhere else in the catalog.

Title K r rch

Enter the title key words. Do NOT use these words:
a, an, the, or, and, not, same

Example: gone with wind

Note: this search works best with two or more key
words. For single-word titles, see author/title search-
ing, below.

Author/Artist/Actor K r rch
Enter the name of an author, an actor whose movies
you want, or a recording artist (or composer) whose
music you want.
Example: john grisham

eminem

cary grant

Author/Title K r rch
Enter the title key words plus the author’s name, using
the word “and” to connect them.
Example: stuart woods and chiefs
steel and jewels

K r rchin

Enter the subject you are looking for. If you enter a
single word, you may retrieve hundreds or thousands
of records. For example, “dogs” retrieves more than
5,000 records, and “roses” retrieves more than 600
records. For the best results, try a very specific
subject.
Example: rose gardens
poodles

Note: A “words or phrase” search looks at every
word in the record for every item in the catalog. If you
enter only one word as your search term, you will
retrieve every record that contains that word, any-
where in the record, not just in the subject field.

If you enter two or more words as your search term,
you will retrieve only records that have all of those
words in the same field (part of the record), but it can
by any field, not just the subject field.

If you retrieve too many records (or too few) when
you keyword search, see the next few pages for
searching tips and strategies, and other methods
of searching.

Enter your search terms here, then
press enter, or click on the search
button.
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You can expandéur search to all WAVE libraries
by clicking here, then clicking on all.



Keyword Searching By Specific Fields

If a general words or phrase search doesn’t produce
the results you expected, try limiting your search to
one of the fields listed in the drop-down menu shown
above.

Example: you can search three ways using
cary grant as your search term
1) a general words and phrase search will

retrieve books about Cary Grant, as well as
movies in which he appeared, and a book that
he wrote.

2) limit the search to the subject field and you
will retrieve books about Cary Grant, as well
as some videos in which he stars.

3) limit the search to the author field and you
will retrieve only the movies in which he
appeared and the book that he wrote.

ries K r rch
Enter key words from a series title to retrieve the
records for all of the items that are part of that series,
including audio editions if it is a series of books.

Example: Mitford

K r rching Ti

Use double quotation marks if the title you seek
includes the words or, and, not as part of the title.
Example: “not” without my daughter

Without the quotation marks, you will retrieve all the

records in the catalog that do not contain the word
“not!”

Use single quotation marks to search keywords as a
phrase. This means you only want records that contain
all the words together, in the order in which you typed
them. Compare the results from the following ex-
amples.

do a title search on rose garden
do a title search on ‘rose garden’

Example:
Example:

Use not fiction as part of your subject keyword
searches to eliminate records for juvenile easy books.
Compare the results from the following examples:

do a subject search on fire engines
do a subject search on fire engines
not fiction

Example:
Example:

Enter your search terms here, then press enter,

or click on the “search” button.
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Click here for the list of

fields you can keyword
search, then click on the
type of field you want to
search.



Power Searching

Power Searching is guided keyword searching. You access this screen from the Home Page
by clicking on the blue “power searching” link (see illustration on page 1).

Enter the information that you know in the appropriate fields. You can click on the arrows
next to field names to change the fields as needed. You can also click on the arrows next to
the word “and” to change to not, or, xor, same.

Combining search terms using “or,” such as cats or dogs, will retrieve records with the word
cats, or dogs, or both. Combining search terms using “xor,” such as cats xor dogs, will retrieve
records with the word cats and and records continuing the word dogs, but not records that
contain both words. Combining search terms with the word “same” retrieves only records in
which the search terms appear in the same field.

You can use the search limit or sort features, as explained on page 4.

The example shown below is a subject search that is looking for nonfiction books about fire
engines for adults. It should retrieve records that have both the words fire and engines in the
subject field, but not the word fiction, and the item category 2 limits the search to items in the
adult collection.

Use the power search to look for large print or audiovisual materials (see examples on the
next page).

[wards or phrase =] | [And =] Catalog Searches
||:||||"||:-' :ll |..'...-..;; :J ‘
|t =) [and =]
[ subject =] fire engines [Hat =]
[aubject =] fictien A ZL=Click the reset
|periodicaltita =] | button to clear
W\ the search screen.
library: |Fuacine Mar Libran \
longuoge: |41 2 ~ Click the search
fOrmat: | ANY N button to start
type: |40 a your
location: [&HT =l search.
ilem calegory 1: Iﬁ
item categary?: ﬁl

match on: | Keypwords =

pubyear: |

sart by: |Mone -




Finding Large Print Books

To find large print editions of books by a particular author, combine the author’s name
with the phrase “large print” using the word “and.” See example below.

To retrieve a list of all large print books, do a words or phrase search using the search
term large print.

kioeiz ard |ege pring winds or phvace %] [ search |

library: |Fmr|m=-r-1n|' Likirary j

Poveer Search

Finding Audiobooks

To find audio editions of books by a particular author, enter the author’s name in the
author field, and select the type of edition in the type field. See the example below.

To retrieve a list of all of the audiobooks on cassette, or all of the audiobooks on CD,
select the corresponding edition in the type field, and click on the search button. Leave
the other fields blank.

words or pheese = | [4nd =]
uthar #| |danislle wsasl |
T = b =
subjact = | [and =]
sEfies j | |,'.n; ;I
percdeaite 1| Click here to select
e  the type of materia
library: [Racine Mein Library = that you want, such as
lamguage: [2r00 =) audiobook cassette
P I— T 5 or audiobook CD.

iype:

lacatimn:

item category 1:

item categary®: [AM



Finding DVDs, Videos, and Music

Use the Power Search to find DVDs, videos, and music

To find videos or DVDs starring a specific actor or actress, enter the person’s name
in the author field, and select either “videos” or “DVD collection” in the location field.

To find compact discs or audiocassettes by a specific composer, enter the composer’s
name in the author field, and select either “compact disc music” or “audiocassettes”
in the location field.

For a list of all compact discs, all videos, or all DVDs, select the corresponding collec-
tion in the location field, and click on the search button. Leave the other fields empty.

[words or phrase =] | [4nd =]
[ author =l [cint emswnod |and =
ftifi = [and =
| sujeci =l | |and =]
Er— o 5
[peridicalitie =] |
[search [ Besot | Click here to select
videos, or DVD
Wbrary: |Facing héain Libeeey H collection.
] sgpes | AN -
farmat: | &M =
type: | AN =

lncation:

jbem category 1z |.-\” ' '-'|

[wards or phrase =] | [ena =
| muthoe =] |mozarn Jand =
|tHe = | [and =
[ subjesct =l [ 5
Crr— (i 3
[pevicdicaltiie =] |
[ search [ Reset | lick here to select
library: [Facine Main Linran = CD music or audio-
lgnawage: [ar0r %] cassette music.
format: | A4 =]
type: [AaRT =]

jtem category1: |.*-H'-'" 'I

Bom s B e T Maer --I



Browse Searching

Use Browse Searching to search an exact title, a list of author’s, or a list of subjects.

You access the Browse screen from the Home Page by clicking on the Power Search link,
and then on the Browse link (right side of the screen).

Browse on: | \

likirary: |-I!-.L_ j
author_ [l e lﬂ!¥ [ scrics W periodical title |

\

Enter your search terms here, then click
on one of the buttons below for the type of
search you want to perform. This will start
the search.

For an author search, enter the author’s last name first.
Example: Clancy, Tom

Catalog Browse Resulis; "clancy, tom"

On the results screen, click on the author you are looking
for. The numbers in the right column list the number of
records for each author listed on the left.

See the next page for information on title and subject browse searches.
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Browse Searching

For a title search, enter the exwe,

Browse on: |g|:|ne with the wind| e

library: |ALL =l

[vthor R ate] [ series [l periodical tte

/

and click on the title button.

On the results screen, click on the title you are looking for. The numbers in the
right column list the number of records for each title listed on the left. These
can include audio, video, or large print editions as well as print editions.

For a subject search, and the subject you are interested in, and click on the subjects
button. On the results screen, click on the subject in the left column that you looking
for. The numbers in the right column indicate how many records are associated with
each subject. These may include materials in a variety of formats, such as audio or
video, as well as print.

11



Call Number Searching

Use Call Number Searching to retrieve the record for an item for which you have
the call number. Note: this only works if the call number you have written down is
for an item that is owned by Racine. If you encounter problems, check with a li-
brarian.

You access the Call Number Search screen from the Home Page by clicking on the
Power Search link, and then on the Call Number link (right side of the screen).

Enter the call lick the search

number heré® button after you
enter the call num-
ber and select the

library.
call number: [521 capg > 7 ry
library: I Hacine kain Liorany _I
type: | A =
location: | &Mt =

Elick here to select
the Racine Main
Library or Racine
Bookmobile.
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Placing Holds
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When you are viewing an item record, you can click on the “hold” link to place a hold.

The following screen will appear:

Library staff can give you your
PIN, or see page 14 in this manual
to find out how to enter a PIN if
you don’t have one.

useEr 10z |

Enter the complete barcode
from you library card here.

~_ Library staff can give you your

ar Alternate 1D: |'
Pz
pckup 8k | Bacing Wain Liorery

[~iace tiaid [ Reset query ¥aives —
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alternate ID number, which you
can enter instead of your library
card barcode.

Click here to select the library
where you want to pick up the
item you are placing on hold.



Your Patron Account

Lihirary
Info
Homas Page

SearchyMame Fnd I Fasol
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Power Search

From the SHARE home page, click on the “My Account” button
to access the following functions:

My Account

Rewview My Account  User PIN Change

Renew My Materials Change My Address

Changing Your PIN

Note: if your PIN for the library’s previous catalog was the last four digits of your phone
number, you will need to use “changeme” to establish a new PIN.

Click on the “User PIN Change” button in the “My Account” bar shown above.
The following screen will appear:

Enter the complete barcode If you previously selected a PIN, enter it here.
(without any spaces) from your Otherwise, enter the word “changeme.)’

library card here. \ /

Type your D

useEr 1D

or, iliermate [D: |'

/

FIN:l /

Yowur PIN will be changed to the value that you type Below. To enswure that you type it comacty, please anter & in
bath places,

Enter your new PIN in both of Emternew PIN: [T

these boxes, then click on the Roe-ewier new PIN: |
“change PIN” button. [ Reset Query volues |
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Review Your Account

Review My dccount  User PIN Change
Fenew My Materia hange My Address

On the “My Account” menu, click on the “Review My Account” button.

The following screen will appear:

Twpe wour 10 far infarmaltion,
user I I

or, &lternate [0 |

PIM: |

| Misplay User Information Reset Query Values

Enter your barcode and PIN, then click on the “display user information” button.

A screen similar to the one shown below will appear, listing any items you have checked out,
as well as any holds that you currently have placed. If you have sent the library a message
via the WAVE, there will be a button to click on to view replie.

To cancel holds, click on the box in the “cancel” column for each hold you want to cancel.
Then click on the “cancel selected holds” button. The system will return a message

confirming that these holds have been canceled. When you next review your account, these
holds will no longer appear in the list.

rchiHoms= Find It Fast Kids Libirary | HNagg Mzbanz Erawiadge Partal My Rocoumt

ack Help MNew Ssarch Lagast

¢ kot % holds
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Cancel Tite Author Avallability
I Internet power searching : the advanced manwal Bradiey, Phil, 15599 Your positon i the Folds
Fusug: 1
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e
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Renew Materials

At the “My Account” menu, click on the “Renew My Materials” button.

Rewview My Acoco lser PIN Change

Renew My Materials Change My Address

The following screen will appear.
Enter the complete barcode from your library card and your PIN,
hen click on the “List Charged Items” button.

Select Some orF ~'UITEems o Renew

user 1D -
/

oF, Altermate 10 |

s

A screen listing the items you have checked out will appear, similar to the one below.
To renew selected items, click on the boxes in the “renew” column on the left
for the items you want to renew, then click the “Renew Selected Items” button.

To renew all items, click on the circle in front of “renew all,

SasrchiFome Firnd Tk Fast! Kids" Libersiry ] Mesad Matensl Knowladga Por.s Pl NiCCmiang Contatt Us

Gao Bock Help Lagawt

Select Items to Renew
2 items eligible for renewal, Use chack boxes below to magllist itams for Renas
& Renew Selected Items Remeve Al
[ FMally Ivins can't say that, can she? Ivins, Molly. Due: 12373005 25:5%

= Little house on Bhe praicie  ®ilder, Laurs Ingalls, 1B6GF-1957, Dus: 1301572003, F3:59

then click on the Renew Selected Items” button.
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Change Your Address

On the “My Account” menu, click on the “Change My Address” button.

My Account

Rewiew My Account  User PIN Change
Renew My Materials Change My Address

The following screen will appear.
In each box, enter the information identified by the label to the left of the box.
After completing the form, click on the “send” button at the bottom of the screen.

Email: | =

[

Street: ;'

[

City, state: ﬂ
| /|

Zip: ﬂ

[

Phone: =

[

user ID: I

or Alternate ID: I

lﬁ Reset Query ¥Yalues
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Account Login

Why Use Account Login?

If you think you will need to conduct several transactions in your account,

such as placing holds, removing previously placed holds, or renewing items,

you may find it convenient to login to your account before you start searching.
This means that you will only have to enter your library barcode or alternate ID
and PIN number once, instead of entering them at every transaction.

WARNING: If you use account login at a workstation in the library, it
is very important that you logout when you have finished, to protect
your privacy.

How to login

The account login is located at the bottom of the SHARE home page.
Enter the complete barcode from your library card in the box labeled “user ID.”
Enter your PIN in the box below, which is labeled “PIN.”

Click on the “Login to iBistro” button.

| | winrctz ar phiase =]

libraryz\ Fizcrs kdain Libreny d

PowiaEr Search

Recommended Becst Sellyrs
Reading F
18 I B

What Dthers Are Reading wrer 10
Fofta st fithe! T lake D
Mol sufor  Fathe
(e L CT R o i

PIH:

Login to the e-Library OPAL

After you login, the search screen shown on the next page will appear.
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Account Login, continued

Logging Out

Be sure to click on the “logout” button when you have finished working in your account.

The “logout” button will always be on this toolbar,
but its position on the toolbar may change, depending
on the type of screen you are viewing.

Library
Imfm
Hame Fade
Haours

=1 Imal= |
Ewents
MORE

SeparchfHome FindV Fas iz Library [ Mead Matenal Enowledgs l My accounte Contact Us

o Back Help Llogout

I wards or phr-:l:r_':l -

library: |Facine bMain Lirary =

Power Search
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Srfthe WAVE

Yeur ElecironicLibrary

A shared catalog
listing the holdings of
23 public libraries in

Dodge, Racine
and Walworth Counties

From outside the library,
you can access the catalog and this manual
at the Racine Public Library’s website:
www.racinelib.lib.wi.us

Prepared by the Racine Public Library
July, 2003
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