
  

 

 
 
 

2.  Effectively searching the Online Catalog 
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3.  How to read an item record for a particular book          

 

Fig. 2 
 
 

 
 

First arrow: The author, title and publication information that 
you will need to cite the item if you decide to use it for a paper. 
 

Second arrow: The Subject terms (called LCSH – Library of  
Congress Subject Headings). In this example I searched for  
materials on cars. This title was of interest to me. If I redid 
my search using automobiles and electric and history in the 
three search boxes, I would retrieve information for all the items 
(mostly books) that the library owns on the history of electric cars.  
 
Third arrow: Always note the Location and Call Number.  
You will need both of these to find the item. Scroll to the bottom of 
the page to see a complete list of locations and the corresponding 
floors. If the Location is Electronic Book, there will be a link n the 
record to click to read the book online. How to use ebooks: 
http://www.usi.edu/library/documents/netLibrary.pdf
 

Fourth arrow: Always note the Status of the item. The item  
could be Checked Out, as in Fig. 3. It could be On Order or  
In Process, which means the item is not yet available for check 
out. Available means that it should be on the shelf. Ask the 
librarian at the Reference Desk if you cannot find the item.                
 

Also note that for some records, you can view the Table of 
Contents, sometimes provided at the bottom of the page 
as in Fig. 2, and sometimes under the Table of Contents tab  
above the record.  
 

Fig. 3 
 

  
    

The Online Catalog in  
3 Easy Steps 

http://library.usi.edu/cgi-
bin/Pwebrecon.cgi?DB=local&PAGE=bbSearch

Enter your search terms in one or more of the three search 
boxes as shown above with an example for cars AND 
electr?. The question mark after e l e c t r truncates the 
search term; electr? will search all records with any word 
starting with those letters including electric, electrical and 
electronic. You are not necessarily searching for an exact 
word, but rather the concept. Also, if you’re not sure how to 
spell a term, guess the first four letters and then put a  ?.     

You can combine keywords with the word AND by simply 
entering a term in the first search box and another term in 
the second search box. Avoid typing in long phrases.  
Focus your search by using multiple search boxes. 

Select Search and note how many hits you get. If you get 
too many or too few, try different words and truncate words 
that may have multiple endings as suggested above.  

Coming up with the right search terms is key to a 
successful search. If you need assistance, call, visit or 
email the Reference Desk during desk hours and a 
librarian will be glad to assist you.  

Search by Subject Keyword by identifying the terms 
highlighted in blue in the Subject (LCSH) field of records of 
interest (see second arrow in Fig. 2). Revise your original 
search by using these more effective search terms. See 
circled examples in Fig. 3 for an example of an effective 
search, maximizing the power of the online catalog. 

1.  Why Use the Online Catalog? 
 

The online catalog lets you locate the items the Rice 
Library has, for example: 
  

• books 
• subject-specific encyclopedias 
• government documents 
• maps  
• audiovisual materials (CDs, DVDs, videos) 
• print journal titles (but not their contents; not articles.)  

 
To find an item in the library, you must identify its: 
 

  Title       Location       Call Number        Status 

 

http://www.usi.edu/library/documents/netLibrary.pdf
http://library.usi.edu/cgi-bin/Pwebrecon.cgi?DB=local&PAGE=bbSearch
http://library.usi.edu/cgi-bin/Pwebrecon.cgi?DB=local&PAGE=bbSearch
http://www.usi.edu/library/hours.asp#reference

