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Using the Online Catalog 

 
1. From the library homepage http://www.garrett.edu/library click on the Online Catalog link. 
 

 
2. Choose to either search only the United Library or both the United Library and Northwestern. For this example, 
we will be searching both catalogs. 
 
 
 
 
 
 
 

UL physical holdings only 

Search both catalogs. Catalog records and 
links to e-journals and e-books will appear 
only when searching both the United Library 
and Northwestern. 

http://www.garrett.edu/library�
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Guided Search 
 

 
3. The Guided Search option allows the user to enter multiple Search terms. Most commonly these will be Author, 
Title, and/or Subject. The list of Search options is listed above and in the Search In drop-down menu.  
The Guided Search also allows Boolean searching using “AND” “OR” or “NOT.” These options can be used to broaden or 
narrow a search. 
For example: 
• If the user searches for “peanut butter AND jelly” the catalog will only return items that match both. 

  
(This is useful if you know more than one search term, such as author and title “Wesley” AND “Sermons”) 
 
• If the user searches for “peanut butter OR jelly” the catalog will return items matching either term. 

 
(This is useful for keyword searches so you can find synonyms or like terms in one search, such as cat and kitten.  It is 
also helpful for alternate spellings, such as Bonaventure or Bonaventura.) 
 
• If the user searches for “peanut butter NOT jelly” the catalog will only return items that match “peanut butter” that 

do not also include “jelly.” 

 
(This is useful when you know something you don’t want, such as “Lewis, C.S.” NOT “Narnia”) 
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Search 
 

 
 
The Search option works well when you know a single search term (author, title, call#).  

- When entering authors, the name is entered LAST, FIRST.  
- When entering the title, do not include initial articles such as “a” or “the.” The title must be entered correctly as 

this search looks for the title as an exact phrase. If the user does not know the exact title, but knows a few 
words, it is better to use the Guided Search. 

- Call Number searches are helpful when double-checking the accuracy of a call number or the location of a title 
that has already been looked up.  

 
Note that the search is limited to the Evanston Campus Libraries. This avoids returning results located in the Chicago and 
Qatar libraries. Titles from Chicago libraries can be sent via Inter-campus delivery. Titles from Qatar are not available. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Limited to Evanston Campus Libraries 
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Understanding Search Results 
 

 
 
Once results are returned, they can be sorted by Title, Author, or Publication Date.  
 
The total number of results is displayed at the top of the page, and results are by default shown in pages of 25. To view 
more results, click on the “Next” button at the top of the page.  
 

 
 
Basic information is available for each title in the list. From the list view one can normally see an item’s location, call #, 
and whether it’s available (located under the title). 
 
For items with multiple copies, one must click on the title to see the item’s location, call #, and status. 
 
 
 
 

Results are by default returned on pages of 25 

Sort the results  
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Reading the item record 
 

 
 
 
Once an item is selected from the list, more detailed information is available.  
From here you can see the subject headings associate with the title and a description.  
You can also see the current location, call#, and status. 
 
Reading location and status information 
  
Example 1 

 
This item appears to have 2 locations, the Garrett Methodist Collection AND Garrett: Reserves. When you see this it is 
showing where the item is normally located and where it is currently located. If a temporary location is given, assume 
that it is correct. 
 
The item status informs the user that there is 1 copy and that it was just recently returned. When an item has a recent 
return time and date, there is a larger chance that it will be found on the re-shelving carts or in the re-shelving area. 
 
 
 
 

From here, the user can print, save or email 
the record for future use.  

The persistent link is a 
good way to find the 
item again quickly.  
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Example 2 

 
Here is an example of multiple copies of an item. Notice that the second book is listed as “Copy: 2.” These two both have 
the same call #, but this is not always the case. Some items may have multiple locations or call #s.  
 
This record also indicates that copy 2 is temporarily over at MAIN. Because of our reciprocal borrowing agreement, 
items from either library may be temporarily housed at the other.  

This copy is currently over at the NU MAIN 
library 


