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Basic Search 

Why Use? 
Locate articles on news, 
health, and current events.   
 
Access Path: 
From the home page 
click  Articles/Databases, 
then Browse Indexes by 
Title. Click on desired 
Gale database. This 
example uses General 
Reference Center Gold.   

 
  

1. Enter search terms in the box. 
2. Select type of search. 
3. Select appropriate date range. 
4. Click Search; OR 
5. Click on the Advanced Search tab.   

  
 

 
 
 
 
 
 
 
 
 
          
 
 
           
                       4                
 
                            
          
 

1     
                                                  2 
                                             
 
                                                                  
                                                                  
 

    3 
 
 
 

 1



Viewing the Results  
 

1. Click on the article title to see the fulltext of the article.   
2. To narrow the results by category, choose a category on the left. 
3. Click in the boxes to the left of the titles to create a list for emailing, printing, or 

downloading.  
4. To narrow the search, enter an additional term in the Search Within Results box.  
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Managing the Document 
 

Money Saving Tip  
 
To avoid printing 
unwanted pages, 
use File > Print 
Preview to deter-
mine which pages 
you need. Printing 
to a library printer 
costs 10 cents per 
page with a print 
card. 

1. To email a copy of the document to your email account, click on 
the Email icon.           

2. To print, click the Print Preview icon and click OK. 
3. To save information to a storage device, click the disc icon, 

choose the desired document format and click Download.  
4. Use the arrows to view the next and previous documents.  
5. Note the related subject terms in the box on the left. You can 

find similar documents by clicking on these terms.  
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