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SEARCHING THE EBSCO DATABASES

CTU ALLDATABASES
BUSINESS SOURCE PREMIER

and
CECYBRARY

ACADEMIC SEARCH PREMIER

  BUSINESS SOURCE ELITE

CINAHL FULL TEXT (NURSING & ALLIED HEALTH)
HEALTH SOURCE: NURSING & CONSUMER EDITIONS 

HOSPITALITY & TOURISM COMPLETE

MASTERFILE PREMIER

REGIONAL BUSINESS NEWS
STEP-BY-STEP INSTRUCTIONS ON HOW TO USE THESE DATABASES
LOG INTO CTU ALL DATABASES or THE CECYBRARY

GO TO EBSCO DATABASES

· In the left-hand column, click on Find Journal Articles. 
· Click on any of the database names, or scroll to the bottom and click the EBSCO icon.  

· If you clicked on the EBSCO icon, choose one of the “Search EBSCO database” options.  The General databases are multi-disciplinary and cover all topics. 

SEARCHING

· Basic Search by Keyword will be on the screen.  If you want to search using Boolean Operators, click on the blue Advanced Search tab at the top of your screen.
· Type your keyword(s) in the Find box and click the Search button. 

· The next page will show your search Results.  
· If you get more than 50 citations or fewer than 10, you may want to refine your search.  Options for refining your search include:

· Use the “Narrow results by Subject or by Journal” suggestions on the left-side of the screen in the light yellow bar.  

· Click on the blue Refine Search button to revise your search.  

· You may type a different keyword into the Find box and click Search.

· If you have too many citations, choose the options to limit your results by checking the boxes for Scholarly or Peer Reviewed, or by entering a date range and click the Search button. 
· If you have too few citations, enter a new search term, or scroll down to the bottom of the page and choose the options to expand your search.  Then click on the Search button.
· Click on the Advanced Search tab at the top of the screen and add another keyword to your search using the Boolean operator AND.

USING THE SEARCH RESULTS

· Click on the title of the article (in blue) to read the abstract for the article.  The abstract will give you more information about the contents of the article.  

· If the article is available in full-text, there will be either an HTML Full Text icon and/or a PDF Full Text icon with the citation.  Click on the icon to view the article.  To view PDF Full Text you need to have Adobe Acrobat Reader software downloaded to your computer.  Caution: Large PDF files may be slow to load and print if you are a using dial-up connection.

· When you have located a citation or article that you want, print or e-mail the article, or click on the ADD (to folder) icon for that article or citation to temporarily save the article.

PRINTING AND E-MAILING SEARCH RESULTS

· If you are using the “Folder” function, click on Folder Has Items at the top of the page after you have selected and added all of your items to your folder. The Folder Contents List will appear.  

· The delivery options are to Print, E-Mail, or Save the Results to Disk.  Choose an option and click on the icon at the top of the screen.  

· Click on the Print button inside the Print Manager. (Not your browser's print icon).  You may print all of your HTML Full Text articles from the Print Manager at the same time.

· PDF full text must be printed individually.  You must have ADOBE Acrobat Reader on your computer in order to print PDF files. Click on the title of the article, and then click on the PDF full-text icon.  Use the ADOBE print icon, not the browser print icon. 

· From the Folder List, click the e-mail icon and enter your e-mail address in the dialog box on the next screen.  You can e-mail all of the HTML and PDF files at the same time.  
· Check with your library or computer lab to see if “saving to disk” is allowed.
HOW DO I GET AN ARTICLE THAT IS NOT FULL-TEXT? 
Ask your librarian for help in finding the article. 

SPECIAL FEATURES

Each EBSCO database includes some special features you might need.  To access some of the special features, you need to have just one database on the screen.  If you are searching multiple databases, go to an individual database by clicking on Choose Databases tab at the top of the screen, or the down arrow on the “in” box under the “Find” search box.  Then click on the name of the database.  Here are some special features of the individual databases.

· Company Profiles (by Datamonitor) – Business Source Elite
· Images (Photos, maps, flags) – MasterFile Premier 

· Publications (table of contents of individual journals) 

· Dictionary (American Heritage Dictionary, 4th ed.) – MasterFile Premier
· Medical Dictionary (Stedman’s Medical Dictionary) – Health Source: Nursing & Consumer editions.
MY EBSCOHost:  You may set up a personal account on EBSCO that will allow you to save searches and alert you to newly published articles on topics of interest.  To set up an account, click on Sign into My EBSCOHost on the top green bar, left-hand side.  On the next screen, click on I’m A New User.  Choose your own username and password, not the CECybrary one.  The EBSCO HELP has more information on using this feature.
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