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STEP-BY-STEP INSTRUCTIONS ON HOW TO USE PROQUEST

LOG INTO CTU ALL DATABASES or THE CECYBRARY
GO TO PROQUEST DATABASE

· In the left-hand column, click on Find Journal Articles.
· Click on any of the database names, or scroll to the bottom and click on ProQuest icon. 
· If you clicked on the ProQuest icon, search one database by clicking on the title of the database.  To search multiple databases, click on the “check box” for the database(s) and click the Continue button.

SEARCHING

· Basic Search will be on the screen.  

· For a basic key word search, type your keyword(s) in the box and click on the Search button.   
· The next page will show your search Results, with the number of articles matching your search terms.  

LIMITING OR EXPANDING YOUR SEARCH

· If you receive more than 50 citations or fewer than 10, you may want to LIMIT or EXPAND your search.  Options for refining your search include:
· Return to Basic Search and type a different keyword(s) in the box and click Search.
· Use the Suggested Topics or the Browse Suggested Publications at the top of the page.
· If you have too many citations, you may limit your search by
· type of publication.  Click on the tabs Scholarly Journals, Magazines, or Trade Publications; 
· scrolling down to the bottom of the page and limit by date;  
· clicking on the Advanced Search tab at the top of the screen and add other keywords to your search using the Boolean operator AND.  
· If you have too few citations, click on the Advanced Search tab.  Add synonyms to your keyword using the Boolean operator OR.
USING THE SEARCH RESULTS

· Click on the abstract icon or the title of the article (in blue) to see the full citation and 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 a Full Text, Text + Graphics, or a Page Image - PDF icon with the citation.  Click on the icon to view the article.  

· To view the Page Image, you need to have Adobe Acrobat Reader software downloaded to your computer.  Caution: Large Page Image (PDF) files may be slow to load if you are using a dial-up connection.

· Mark articles (documents) to temporarily save them by checking the box in front of the article on the Results screen or the Document View screen.  
· Return to the Results list by clicking on Back to Results.  To see your list of marked documents (articles), click on the View Marked Documents link on the Results screen. 
· If you want to print a list of article citations at the end of your search (as a record for a bibliography), you must Mark the articles.  
PRINTING AND E-MAILING SEARCH RESULTS

· From the Marked List screen, you have the option to Print your bibliography, Email marked documents, or Export citations.  

· To print the full text of an article, click on the Full Text, Text + Graphics or Page Image icon from either the Marked List or Results screen, and then click on the Print button (not your browser print button).

· You can e-mail the marked articles to yourself, and print from your e-mail software.

· Carefully follow the screen directions for each option – email, print, or export citations.

· Check with your library or computer lab to see if  “exporting citations“ is allowed.
HOW DO I GET AN ARTICLE THAT IS NOT FULL-TEXT? 
Ask your librarian for help in finding the article. 

SPECIAL FEATURES

· My Research Summary tab (on the Marked List page):  Includes a list of the marked articles and summary of your searches during the search session. You can download your search summary to an HTML file.

· Publication Search: Search the contents of individual journal or newspaper titles by date.

· More Like This > Show options for finding similar articles.  This option is in the orange bar on each article.  Did you find the “perfect” article on your topic?  Try this function to find more articles.

· Topic Guide: Not sure what keywords to use or need help narrowing your topic.  Click on the Topic Guide tab for help.

· Set Up Alert: Do you want to run the same search periodically or know when new content from a particular magazine or journal has been added to the ProQuest database?  Set up an “Alert” and receive an e-mail notice with new search results.

