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If you know the name of the author 
type it in here.  The surname should 
be sufficient by itself. 

If you know the exact title of 
the item you are looking for 
type it in here, if you don’t 
get a result try using 
‘Keyword’ instead. 

If you are not sure of the exact title or do not 
have a particular item in mind, use the 
Keyword box.  Type in a partial title or the 
subject you are looking for.  Try to be specific 
or you will get too many results 

TIP 
Don’t forget that you can fill in more than 
one box – if you know the author and  
part of the title search using Author and 
Keyword to narrow your results.  Putting 
in the Author’s Surname and the first 
words of the title is usually quickest 

Ready to go?  Click Search. 

If you are looking for items other than 
books, for example a journal, you can 
select journals from the drop down box 
so that the only results you get will be 
journals. 

 

If you know the year the item 
was published or are looking for 
something from a specific year 
select it from the drop down box 
to narrow your results 
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Search Results 
 
 
 
 

 
 

 
 

 

 

 

 

 

 

 
 

 

 

 

 

 
 

Item Details 
 

 

 

 

 

 

 

 

 

 

Here you can see the titles of all the results of your search.  Sometimes several 
titles will be the same but you can see that they are different editions  

The publication date shows the 
date the item was published so 
that you can see which is the 
most up to date 

This shows how many 
copies there are in total. 
It doesn’t tell you which 
campus they are on or 
whether they are 
currently out on loan 

Once you have chosen the item 
you would like, click on the title or 
on Show Copies to take a closer 
look at the Item Details. 

Where are all 
the copies?  
Location tells 
you whether 
there are copies 
at Medway, 
Avery Hill or 
Maritime 
Greenwich 

Where is the item in the 
library?  The Shelfmark 
tells you where the item is 
shelved using the Dewey 
Decimal System.  See 
handouts for help with this. 

Loan Type lets 
you know how 
long you can 
have an item for 

Availability lets you know either 
that the item is available or, if all 
the copies are on loan, when the 
first one is due back 

Copies and Loans shows how 
many copies there are at each 
location and how many of them are 
out on loan.  If there is the same 
number in both columns then all of 
the copies are out on loan.   

If all the copies are out on loan, or we do not have any 
here at Medway you can make a reservation and we will 
let you know when the item is ready for collection.  See our 
Reservations Helpsheet if you are not sure how to do this 

Using this dropdown you can 
change the order in which your 
results are displayed.  For 
example, you can choose to show 
the most recent first so you don’t 
have to scroll down the list looking 
for the newest editions 


