Searching WebCat 

	What is
Webcat?
	WebCat is the Web or Internet accessible version of the online catalog for all school library media centers in the Fremont Unified School District. 

	Quick Search

	Search
Basics
	Quick searching can be performed by choosing Keyword, Browse, or Exact. After entering your word or phrase, click on the type of search you wish to perform. If you are doing a keyword search, click on Search Everything. For browse or exact word search, choose the field in which you wish to perform the search. 

	Keyword
Searching
	Keyword searching will retrieve all records containing the word(s) or phrase you entered. Remember to use the Search Everything button when keyword searching. 

	Browse
Index
	Browse searching retrieves alphabetical lists by author, title, subject, or series headings. If your term is not found, it will default to a general index of words used in the catalog. After entering your search term, choose Browse and then choose the index you wish to browse in. Note: when using Browse with Author searches, be sure to enter the author's last name first. 

	Exact
Search
	Exact searching retrieves those records that begin with the words you have entered in the exact order specified. Note: when using Exact with Title searches, omit beginning articles (A, An, and The).

	Choose the
Best Index
	· Search Everything: retrieves all library records that contain your word or phrase in any indexed field. 

· Author: retrieves all library materials using all or part of an author's name. 

· Title: retrieves all library materials using all or part of a book title. 

· Subject: items in the catalog are assigned subjects according to the Library of Congress and other organizations. It is important to note that the words that you use to describe a subject may not match those used in the indexes. You may wish to perform your search as a keyword search, view the full record of one item, then click on the subject heading(s) assigned to it. 

· Series: titles may be part of a series and can be searched in the Series index. Search results will contain all or part of the series title. 

· Periodical Title: this group of titles contain materials that have issues or parts that are published periodically. Includes magazines, newspapers, journals, and serials. Search results will contain all periodical titles using all or part of the title. 

	Truncation
	The truncation symbol $ can be used to search variations of an ending of a word. Example: Egypt$ searches for Egypt, Egyptian, Egyptians, Egyptology, etc. 

	Wildcard
	The wildcard symbol ? looks for variations in the spelling of a word. Example: anders?n looks for anderson and andersen. It replaces a single character.

	Boolean 
Operators
	Use AND, OR, and NOT to combine words to be searched. You do not need to capitalize the Boolean operators. Here are the rules: 

· AND means that both words must appear in the record, but not necessarily in the same field. For example, witches AND Halloween. 

· OR means that either word must appear. Example: Ohlone OR Costanoan. 

· NOT means that no records containing the second word in the same field as the first will be retrieved. Examples: witches NOT Halloween, or dogs NOT fiction

	Parentheses
	Parentheses are used to nest combinations of search terms. Examples: culture AND (Inuit OR Eskimo), or (frogs OR toads) AND pollution.

	Capital
letters
	Searching is not case sensitive. You may type either uppercase or lowercase letters (for example, you can enter New York or new york).

	Punctuation
	Punctuation is generally optional. The program accepts periods, commas, apostrophes, etc., but you do not have to enter them. The exception is the hyphen, which should be included if it is part of a name or term (Example: half-life). 


	Phrase
searching
	Enclose the phrase in single quotation marks. Example: 'South America' searches for records containing the name of that continent, rather than records that just happen to contain both the words South and America.

	Positional 
Operators
	This is an advanced topic, but you need to be aware of these operators, in case you need to search for titles containing these special words (see Searching Special Words, below.
You can use positional operators to find records in which the search terms are located in close proximity to one another. SAME is the default operator multiple word searches. 

· SAME the terms must all appear in the same field of a record (for example, the complete title field, including the subfield). (The SAME operator is assumed, so it isn't necessary to use it.) Example: Oregon Trail returns all records which have both those words in the same field. 

· WITH the terms must all appear in the same subfield of a record (for example, main part of title only, or subtitle only). 

· NEAR the two terms are adjacent (next) to each other but in any order. 

· ADJ the two terms are adjacent to each other in the order you typed. 

	Stop words
	Stop words are usually prepositions, articles or conjunctions that WebCat ignores when performing a search. You may type them or leave them out. There are times when stop words can be important to your search and you don't want them to be ignored. Use double quotes "....." around the stop words and they will be included in the search. For example, a title search on "a" apple will list all the books whose titles contain both the words "a" and "apple". 
Common stop words: a, an, as, at, be, but, by do, for, if, in, is, it, of, on, the, to 

	Searching
Special
Words
	If your search (usually a title search) contains words that WebCat uses as Boolean operators or positional operators, enclose the special word (or the entire title) in double quotes before clicking on Title. Example: The title search "Bud not Buddy" or Bud "not" Buddy will return the book by that name, but without the quotes, you will NOT see that title (because the NOT excludes all books with the word Buddy from the search results). 
Another example: to search for the phrase "near death", enclose near in double quotes, and the whole phrase in single quotes: ' "near" death'

	Power Search

	Power
Searches
(Keyword by
Field)
	Use to combine keyword search terms from various record fields, or to limit your search by format, language, date, etc. 
A catalog record contains a number of different types of information arranged by field; example: author, title, subject etc. You can do a keyword search in one or more of these fields looking for specific word(s) or phrases, in various combinations. If you perform a search combining more than one field, Boolean operators are used.

	Search
Limits
	Allows you to search by date, language, branch, type of material, etc. and are located at the bottom of the Power Search screen. For example, to find videos published after 1995, use the drop down arrow to set item type to "VIDEO", type >1995 in the pubyear field, and click Search Catalog.

	Call Number Searching

	Browse
Catalog
by Call
Number
	Enter all or the first part of a call number, including punctuation. This allows you to browse a list of call numbers as if you were browsing the shelves. Items with call numbers close together will be shelved together and will be related in topic. Example: Type 599 to browse all books in the section on mammals.

	Troubleshooting

	Too many
records
found
	· Avoid common words, like "science" or "animals", and search for a more specific topic. 

· Try narrowing your search by using multiple words (example: endangered animals) 

· Try narrowing your search by combining words with the Boolean operator NOT. (example: dogs NOT fiction). 

· Use another search index (such as Title or Subject) instead of Search Everything.

	Too few or no records found
	· Use keyword search and Search Everything. 

· Type just the first few letters and use Browse, or the first few letters and use the truncation character ($) (in case your spelling is incorrect). Example: Afg$


