
TUTORIAL FOR FINDING AND REQUESTING BOOKS USING 
THE ONLINE LIBRARY CATALOG

This tutorial is intended to provide assistance for distance learners, students at Temple College off-campus 
centers and other Temple College students who might have difficulties in finding or obtaining library 
materials.  Begin by going to the Temple College Library's online catalog opening page:

Click on the local catalog button. 

You can search for books and other items by using WebVoyáge's searching options.  The search options 
are simple  search, guided keyword search, and course reserve.  The default search is the simple search.



The Simple Search page allows you to perform a normal search. You can specify the search terms, the type 
of search (Keyword, Author, Title, Subject, etc.), and a quick limit on the keyword and title search. You can 
also select from the main list of limits before performing your search.

To perform a search, use the guidelines below.  Some suggestions may not be applicable to your search:

1. Enter the words you want to search for in the Find this: field.

2. Select the type of search that you want to perform by choosing a search type from the Find Results 
in: list. 

3. To limit your search, choose what type of limit you want applied to the search by either a) selecting 
a limit from the Quick Limit menu or by b) clicking the Limits button (in lower right corner) and 
choosing from the entire list of limits. 

4. Use a question mark (?) in a search term to indicate a wildcard, matching on zero or more characters 
in place of the ?. For example: Enter wom?n to retrieve results containing woman and women, and so 
on. A ? at the end of a term acts as a truncation symbol.

5. Use percent signs to indicate wild cards of a specified character length. For example, enter g%%se 
to search for geese, goose, and so on. Enter g%lf to search for golf, gulf, and so on.

6. Change the number of records displayed per page if desired.  

7. Click the Search button to begin your search. Click the New Search button to clear the search page. 

Author Search Example

1.  Type in the last name of the author, then the first name:  Fulton, Alice

2.  Click on the Search button.



3.  Click on the author name headings link.

4.  The next screen will show you details about the book.  In order to request the book you need 
to copy or write down the call number.  

Once you find a book you would like to request, be sure and check to see if the status reads “Not Checked 
Out.” If it does, then we should have the book on the shelf.  The page you use to request the book is our 
Library Materials Request page.  Since you are requesting something from our library you will only need 
to enter the call number for us to find the book.  

Click on this link to make your request.  Be sure to fill in all the applicable contact information.  If you 
have more than one book to request, reset the request page, or you could email the library with the call 
numbers and your address instead of using the Library Materials Request Form if that would be more 
convenient.  

Distance Education Students

If you are a distance education student your situation may be such that you cannot easily come to the 
Temple College Library to check out materials.  If you live near Taylor or Cameron, the library can deliver 
materials for you to pick up at the Taylor Public Library in Taylor or at the Cameron Educational Center in 
Cameron.  Please indicate this preference on the request form.

For individuals unable to pick up materials at any of these locations, the library may be able to mail the 
requested items directly to you.  Please contact the library for more information. 

http://www.ci.taylor.tx.us/index.asp?NID=25
http://www.ci.taylor.tx.us/index.asp?NID=25
mailto:library@templejc.edu
http://www.templejc.edu/library/illform.htm


Other Search Options:

Guided Keyword Search

A Guided Keyword search finds records using keywords located anywhere in a record, or only in specific 
fields. To perform a Guided Keyword search:

1. Type in the search term(s) you want to find in the Find this:  free text field. (Punctuation, case, and 
word order are ignored.) Your search terms are automatically truncated on the right, so you don't 
need to use a question mark (?) for truncation. 

2. Default search criteria can be modified for your search: 
• Select from the Search In drop-down list whether you want to search for all the search terms, 

any of the search terms, or the search terms as a phrase. 
3. Select which Boolean operator you want applied to the next search term(s): AND, OR, or NOT. 
4. Narrow your search by further limiting by entering information in the following free text fields and 

selecting options and boolean operators from the drop down menu as needed.
5. Click the Limits icon if you want to limit your keyword search based on other criteria.

Click the Search button to begin your search. Click the New Search button to clear the search page.

Title

Searches by title of book or other resource; generally excludes titles of chapters or articles within books. 
 Omit beginning articles (A, An, The, Der, Das, El, La, Le, etc.): grapes of wrath, rather than the grapes  

of wrath 
 Automatically truncates to the right when abbreviated: entering gone with retrieves all titles that 

start with this phrase. 



Author 

 Finds materials by a person or organization responsible for content. 
 For a person, enter last name first: twain, mark, not mark twain 
 For an organization, enter the first few words of the name: american association for state 
 Department must be abbreviated to dept.: united states dept. of agriculture 
 Limits cannot be applied to this search. 

Subject Heading

 Searches for materials ABOUT a topic or person. 
 Click on a "See Also" button for more information about your heading. 
 Limits cannot be applied to this search. 

Once you find a book and obtain it from the library, you may keep the book until the due date stamped in 
the back—generally three weeks. 

If you would like to extend the due date on library materials you may do so by calling or by emailing the 
library. You also have the option of renewing materials online through the library catalog.



Click on the Patron Information icon to see the following screen where you enter your Temple College ID 
number and last name, then click on login.



The items you have checked out will be displayed.  When the due date is close, you can renew the item by 
clicking on the box to the left and then click on the Renew Items button.

Generally, you will be able to keep an item for six weeks altogether.  The item must be returned to the 
library by the due date in order to avoid library fines.  If you have to mail a book back, allow enough time 
for mail delivery.

If you have any questions about the catalog read through the Help section.  If you have any questions 
contact the library and we will assist you.

mailto:library@templejc.edu

	Click on the local catalog button. 

