Searching Using Business Source Premier
· This handout describes how to search the subject-specific EBSCO database, Business Source Premier, for journal articles in the field of business.  It may also be used to search other EBSCO databases as well.
· Access the library databases from the Library Home Page, or, if you will be searching from home often and wish to avoid having to type in the password, you may enroll in the Spalding Library Information page on Blackboard.
· Here are the instructions for each method—

To enroll in the Spalding Library Information site on Blackboard, follow these steps:

1. Log into the my.spalding.edu portal from http://www.spalding.edu.
2. Click on the Blackboard icon on the left-hand side of the screen.
3. Click on the Courses tab and type library in the box.

4. Click on Go.

5. Two listings will come up for library.  Click on Enroll beside the first one.

6. Click on Ok a couple of times to get back to the My Institution page or click on the tab for it.

7. You should now see Spalding Library Information in the listing of courses you are taking.

8. Click on the link for the EBSCO databases in the menu or in the Announcements area of the screen and click on Open.

9. Hold the Ctrl key and click the left mouse on the name of the database you wish to use.

10. Note that steps 1-6 will need to be done only once as you will be enrolled in the site and able to click on it under Courses You Are Taking.

11. If you have questions, call the library or contact Jan Poston (jposton@spalding.edu) or David Tipton (dtipton@spalding.edu) for more information regarding Blackboard.
To access the databases from the Spalding Library Homepage—

· Go to www.spalding.edu/library
· Go to the Catalogs/Databases section and click on Library Databases and then Databases (Title Indexed).
· If searching from home enter username and password from the Password List.
· Click on the title of the database you wish to search.  
· When the Choose Databases screen appears, click on the title again.
· After you select the database, the find screen will appear; type your search term in the box.  Available Search Modes include Boolean/Phrase (good for phrase searching where your terms are to be located side by side), Find all search terms (automatically puts the and between terms) is the default and is useful for 98% of all searching, or Find any of the search terms (automatically puts or between terms and searches for synonyms).   A few databases may also include a Smart Text Searching option as well.  

·  After typing in your search term, choosing a search mode, and any limiters you wish to choose, click on Search.
· Limiters, such as Full Text, Publication Type, and Scholarly (Peer-Reviewed Journals), also appear in the Search Options area under Limit Your Results.  By clicking on the small box in front of any of these options you will reduce the number of results and retrieve only items that match those conditions.  For example, if you choose the limiter full-text, then only items available in their entirety in the database will be retrieved.  
· Also note that with this database you can locate information about companies.  Simply click on Company Profiles in the blue bar going across the top of the screen.
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· A list of articles matching the search terms and conditions you chose will be retrieved and will appear in the center of the screen.  On each side will appear a pane with options for narrowing or limiting your results further.
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· If you use other Search Options (like Find all search terms or Find any of the search terms), the system will list results in chronological order as the default.  You can sort them by relevance if you choose to by use of the Sort box and drop-down menu. 
· Scrolling over the magnifying glass for a citation reveals more information about it, including its abstract.
· If the citation includes the words full-text, the entire article may be printed from the database by clicking on HTML Full-Text or PDF Full-Text.  E-mail and saving to disk are two other options that are displayed. 
· Click on Add to Folder to add items to a virtual folder for printing, e-mailing, or saving all of them at the same time.  Note:  The folder is available for the current search only.  To save the items longer click on Save in the Alerts/Save/Share area on the right-hand side of the screen.
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· At the top of the screen, you will see icons to Print, E-Mail, or Save.  Select the option you want to use.
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· Follow directions on the screen and use File and Print from the browser if html format.  
· Follow directions on the screen and use the Adobe Acrobat toolbar if PDF format.
· You can also click on the Cite option to see how the article should be cited using APA, MLA, etc.  While you cannot export this information to bibliographic software (we do not have access to any of these), you can e-mail the citation 
format to yourself.  Please note:  it may be necessary to e-mail or print the article first before e-mailing the citation.  The advantage to e-mailing the citation is that you may then use cut and paste to place it into your document.
· If the citation does not include the words full-text, but does include the words title held locally, then you must retrieve that specific volume of the journal.  
· Click on the title of the article to bring up the full record.
· Check the Notes field at the very bottom of the record to see if we have the volume and year needed.
· You should print out the citation (author, title of article, the journal title, volume, year, issue, and pages) or write down the complete citation to retrieve the article.
· If the words full-text do not appear in the record, the article may still be available online from another database.  Check our Full-Text Article Index.  Go back to the library homepage (http://www.spalding.edu/library) , Catalogs/Databases, Library Databases, and finally Full-Text Article Index.  Type in the title you need and follow the hyperlinks.  If you need help, please ask.
· Articles not found will need to be located at another local library (Metroversity) or ordered through Document Delivery.  You can click on ILL Request in the record in this database to pull up a form and request an item through Document Delivery.  This is an option with journal articles only.  This process will take time, usually 2 weeks.
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Click here  and select how you would like results to display--by date (newest first), relevance, author, etc.





Scroll here on the preview icon (magnifying glass) to reveal the abstract.





Links to related information--such as web sites, images, and articles--appear in the far right panel under Related Information.





The relevancy bar shows how relevant the article is to your search terms.
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