R Jefferson Parish Library
Computer Training Team

Searching the Library Catalog

UsingHIP (Horizon Information Portal), you can explore thany items available through Jefferson
Parish Library’s computerized catalog. If you hévernet access at home, you can logon to thersyste

from your home computer. When in any library yoll fund computers for your use, which are
dedicated to searching the catalog.

Searching from Home:

Once on the Internet, access the library’s wellisiteyping in the following address:
www.jefferson.lib.la.us

You will be at the library’s homepage. Near the dhédof the page you will sgeatalog Searchand

Horizon Information Portal . Do any of the following to enter the catalog: ligkcon Horizon

Information Portal , 2) beneath that, click ddlP_ CATALOG , 3) using the gray navigational bar

beneath the Jefferson Parish Library heading, goititelPAC CATALOG button, then click on
HIP CATALOG on the drop-down menu.

Searching from the Library:

In the library, go to a designated catalog computeu should see the screen shown in the example

below.

Below: The opening page is set to do a BASIC search
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SEARCH mode also allows access to ADVANCED and P®/¢Earches.



BEGIN SEARCHING

To begin a BASIC search of the catalog, go toSEARCH box and click on the drop-down
arrow. This will display all of the Basic searchagories.
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Then type in your search word in the Search tapid to the right of the Search category box.

By following the above search instructions, youl Wwé doing a search of all branches in the
entire Jefferson Parish Library System, although, you seg/a message near the top of the
page stating that you are only searching East Bagional Library. You may choose to search
a single branch instead of the entire JeffersorsRPa&ibrary system, if you are at a specific
branch and need to find items which are availablpou immediately by clicking on the branch
name listed either undé&ast Bank Branchesor West Bank Branches



SEARCH RESULTS PAGE

After a search category is specified, and search tgped, click ‘GO’. HIP will search the
catalog for items in the requested category, amjlyou to theSearch Results Page.

You can see that we searched for ‘dog’ under gékeyavord, and 2,566 results were returned.
We will click on the first entry, ‘101 Dalmatiang) look at the item information (Call number,
where item is located, etc.)

If you look in the upper right hand area of thegggu will notice a “Sort By” field with a drop-
down arrow that will allow you to decide in whichder you would like to view the search
results presented, such as, publication dates titlevideos. In our example, “Sort By” is
unavailable because we have too many results.

You will also notice after each of the search rissihere is an ADD TO MY LIST button. This

will allow you to tag certain entries that appemal/ou so that you do not have to search every
single one (especially if you have 2,566). Theral$® a button for you to REQUEST ITEMS in
case you want to put an item on hold.



ITEM INFORMATION PAGE

The Item Information Page displays information sashhe title, author, subject, ISBN number,
and description of item. Since this particular itsna DVD, the description says “videodisc”.



COPY INFORMATION ON ITEM INFORMATION PAGE

Near the bottom of the information page is @@py/Holding information for the item.

Copy/Holding information shows the library where item is located, the department it is
located in, the call number, whether the item isbelf, and the item type (book, DVD, fiction,
non-fiction, etc.)

You may choose to email a copy of this record torgelf or to someone else.
Fill in the email address that you wish to send thformation to.

Format allows you to select Plain text or HTMLytdu choose HTML, the recipient will receive
a page with the web address link for the informapage. If you choose Plain text, the page will
be emailed just as it appears. Click Send.



ADVANCED SEARCH MODE

ADVANCED SEARCH MODE allows you to do a little monme-depth searching. This section
also limits your search and makes it quicker tgpint what you want. You can do a combined
search but only foKkEYWORD searchingnot for any BROWSE searches

For example, you can combine Title Keyword SUN wAtthor keyword HEMINGWAY and
see that it will return results of five listinggj@of which is Ernest Hemingway's THE SUN
ALSO RISES.

(See below).

There are a couple more categories included in Ack Search that are not included in Basic
Search. One is Awards Note Browse, which is goodtiadents who may be searching for
Caldecott or Newbury Award Books. Another is SeBeswse which includes a Bestseller List.



SEARCH RESULTS FOR ADVANCED SEARCH MODE

Search Results for combination keyword searchéSwif” and “Hemingway”.



POWER SEARCHING

POWER searches are limited to keyword searches bhlitiple searches are possible, because
of and, or, not, andxor options.

If you useAND, when, for example, searching for cat and dog,wiipick up all of the
bibliographic records which have the word cat ahd/hich have the word dog, and all which
have both cat and dog.

If you use OR, and for example are searching foand dog you will pick up all the
bibliographic records that have cat and all therms that have the word dog but not the records
with the combination.

If you use the word NOT, it will exclude the worffeat it. For example, if you put “cat”
NOT “dog”, it will pick up the records that havetdaut not of those that include dog even
though dog is in the record.

If you use the term XOR, and for example use dodRXd@at it will pick both those records with
cat OR dog featured, but not those records with.bot



REQUESTING AN ITEM

To REQUEST and item, (place it on hold) just clwkREQUEST ITEM button either on the
results list or copy information page.



Requesting an item requires logging in to your actoFill in your barcode number from your
library card and Pin number (last four digits otiyphone number.) Then click LOGIN.
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REQUEST CONFIRMATION PAGE

On the Request Confirmation Page, you will see ymsgition in the hold queue and a statement
telling you that you will be notified by phone whtre item is available. You may select the
branch where you wish to pick up your item. When goe ready, click the REQUEST button.
You will then be presented with a page on which gonfirm your request. If you wish, you can
return to SEARCHING.
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MY ACCOUNT

You can view your library account information from the HIP Catalog.

After clicking on account, type in your library danumber and your pin number (the last four
digits of your phone number).

After you do this, then click Login tab.

There will be a reminder to logout when finished.
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ACCOUNT OVERVIEW

From the Account Overview page you can look at yo&MS CURRENTLY CHECKED
OUT, HOLD REQUESTS, and FINES/BLOCKS, and PROFI\hen you look at your page
of items checked out, you can also renew your itétiey are not overdue and if you have
under the minimum fine amount allowed for check@®b.00)

At the top of the page, on the right, notice ¥delcomefollowed by your name and Logout.
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ITEMS OUT PAGE

Date of checkout and due date is shown.
You may also renew items from this page
You can only renew items in Horizon Information Potal if your fines are less than $5.00

and the items are not overdue.
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HOLDS REQUESTED

Hold requests page lets you view the items you hegeested, the status, position in hold
gueue, and date the hold expires, which is onefyear the date placed. You may also cancel
requested holds from this page.
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BLOCKS

You may view your blocks in HIP through My AccouBlocks are information on your record.
They can be system generated or staff generatest dfithe time they are reminders that an
item you requested is in and is ready for pickugpsblock will come up whenever your library
card number is entered at checkout. Blocks maylssmessages to you from the staff; perhaps
you lost your library card in the library, and @hbeen found and is being held for you. They
may also be messages to the staff from you; maghégve requested an address change

through HIP, and this particular block will aleetstaff. Sometimes they are reminders that you
have overdue books or fines.

PATRON BLOCK RECORD IN HIP
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PROFILE

Patron profile is the personal information that yat on your application for a library card. This
is your address, phone number, the branch whereegstered for your library card, your card
expiration date and your email address (optional).

All of this information can be changed only by #taff, except your email address, which you
can change. If you click on the button beneath yof@rmation, “Request Change from Library
Staff” the staff will be alerted that you wish thange information the next time you visit a
branch.
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HISTORY

The HISTORY tab will keep a record of searches lyave done in HIP during your current
session. This way you can return to any of thechesryou have already done without having
to go through the original searching process.

You may click on any of your previous search liaksl bring up your searches. You may also
clear search history by clicking on the “Clear drgt tab. This history will automatically
disappear when you log out.
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MY LIST

You may want to look at some entries more thanrstheet’s say you are looking for
information about roses. You type in your searchtéoses) and get lots of entries on the
Search Results page. You don’t have time to go aNef them at the moment, so you click on
the “Add to My List” tab on the entries that yoleanterested in finding copy information on
later, but you must login to your account for tggtem to keep your list beyond your present
sessionYou can do this for as many entries as you wish.

If you are still in the same session, you may vibase items by clicking on My List, which will
be near the top right area of your page. If youehadded items to your list in a previous session
and logged in to your account at that time, youdaw the items on your list by logging in to
your account and then clicking on My List.
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