7etoCE

ELECTRONIC TABLE OF CONTENTS

ISR % S
L HSYR " % &
«c t(C) ) ),

+ boowxe) ) C) )

North West London Hospitals

Avery Jones Postgraduate Centre Library CMH



INTRODUCTION

This guide gives a brief introduction to the zetoc service and guidance for:

ACCESSING the SEIVICE.......ueiiiiic e e Page 1
Searching the zetoc database............cccooeeeiiiiiiii Page 2
Setting UP ZELOC AlEIMTS.......eviiiiiiiice e Page 7
Obtaining full teXt ArtiCIES. .........uuieiiiiiei e e Page 11

Zetoc is available at:

http://zetoc.mimas.ac.uk/

WHAT IS ZETOC?

Zetoc provides access to the British Library’s Electronic Table of Contents of current
journals and conference proceedings. This searchable database contains details of
approximately 20,000 current journals and 16,000 conference proceedings. There are
over 20 million article and conference records covering science, technology, medicine,
engineering, business, law, finance, and the humanities. The database covers records

from 1993 onwards, and is updated daily.

Zetoc Alert is a Table of Contents alerting service which will email you the contents pages
of your selected journals. It can also send you alerts for articles matching the search
criteria that you have provided. The searches may be for particular journals, for authors or
for keywords from the titles of articles. These email Alerts will be sent on the day the new

data is loaded into the database.

Zetoc is a database of bibliographic records. It does not contain full text articles. Articles
can be purchased directly from the British Library. Try your local NHS library first, where

you may be able to get the article free or at minimal cost.

Zetoc is freely available to all NHS staff, but you will need to login using an Athens
username and password. This is the same as your KA24 login. If you haven't already got

one, you can self-register for one at: www.hilo.nhs.uk.
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SEARCHING ZETOC

Go to the zetoc homepage at http://zetoc.mimas.ac.uk. (You can return to the zetoc

homepage at any stage by clicking on located at the bottom of each page.) Click

on “Zetoc Search”. You will be given three search options, as follows in Figure 1:

Figure 1: Search Options

General Search —to search for both journal and conference papers by Title of journal

article or conference paper, Author(s), ISBN or ISSN, and Year.

Conference Search — to search for conference papers only, by Title, Author(s), Keywords,
ISBN, or Conference. Inthe “Conference” box, you can search for any or all of the

following: conference name, description, sponsor, venue or date.

Journal Search — to search for journal articles only, by Article Title, Author(s), Journal title,

ISSN, Volume/lssue, Pages and Year published.

In each of these search areas, there is also an “All fields” search box, which allows

searching across all of the fields within that area.

Search Tips

Within any of the search boxes on the Search Forms you may type as much or as
little information as you have available. You do not need to enter information into
every field. This may limit your search unnecessarily.

Use the Reset Form button to clear any information you have entered.
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Punctuation — All punctuation, such as commas, full stops, apostrophes, etc. are
ignored. So typing "miller, d. p." in the author field retrieves the same results as
"miller d p". However, use the hyphen for double-barrelled surnames such as
“Cairus-Smith”, so that records where Smith is the author will not be retrieved.
Phrases — Enclosing your search term in double quotes allows you to search for a
phrase, e.g. “deep vein thrombosis”. It searches for words that appear adjacent to
each other in a particular field.
Boolean Operators — You cannot specify your own Boolean operators in zetoc.
The only operator is “AND” which is used automatically between all words entered
in a search field (unless enclosed in double quotes), e.g. cancer nursing, will
retrieve any records with cancer or nursing in any order anywhere in that field.
Truncation/Wildcard — The truncation symbol is the asterisk *, but there is no
wildcard symbol. The truncation symbol can only be used at the end of a word, not
at the beginning, and it must be preceded by at least 5 characters, e.g.
Chemotherap* will find Chemotherapy, Chemotherapies, Chemotherapeutics, etc.
Be careful where you truncate, e.g. claus* will find claustrophobic and
claustrophobia, but will also find clause, clauses, or clausal, etc.
Variant Spellings — The database contains articles published in many different
countries. It is advisable to search using US and UK spellings separately.
Keywords — The keywords field is only available for Conference Searches. The
British Library assigns keywords to each conference, not individual conference
papers. They can be individual words or phrases e.g. schizophrenia or relapse
prevention. Use quotes to enclose phrases.
Year Published — Journal searches can be limited to a particular year or date
range by entering dates in the Year Published field as follows:

1995 searches for all articles/papers published in 1995

1993-1996 searches for all articles/papers published between 1993 and 1996

-1997 searches for all articles/papers published before 1998

1998- searches for all articles/papers published from 1998 onwards
You cannot search on year alone. You must enter a search term in at least one
other field.

To get context-sensitive help at any stage, click on . There is also a Glossary
of terms located at http://zetoc.mimas.ac.uk/glossary.html. General help can also

be obtained from the zetoc FAQ at: http://zetoc.mimas.ac.uk/fag.html.
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Search Results

The following illustrates the results of a General Search:

Figure 2: Zetoc Brief Records

Results are displayed in a brief format as shown in Figure 2 above. The brief record for
journal articles includes article title, author(s), journal title, year, volume, part and page
numbers. Conference records include paper title, authors, title of conference proceedings,
year, volume or number of conference and page numbers. Brief Records are displayed 25

to a page. Use the Next and Previous buttons to navigate through the screens.

Search results are listed in the default reverse date order (i.e. most recent first). The order
can be changed by choosing date or title from the pull-down menu, then clicking on the
Re-sort button. Selecting date will list results from the oldest record first. Selecting title
will list the results alphabetically by article/paper title (excluding words at the beginning of

titles such as “The”, “A”, “An”, etc.). Large numbers of results cannot be sorted.

At the left hand side of each brief record is a numbered button and a checkbox. Use the
checkbox to tag (and untag) a selection of records to send by email or download as a text
file. Click on the numbered button to view the full record of any item. If your search only

retrieves one result, you will automatically be shown the Full Record.
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Figure 3: Zetoc Full Record

Not all records have abstracts like this one. Use Next and Previous buttons to navigate

through the screens. Click the Brief Records button to return to the Brief Records display.

The New Search button takes you back to the initial search options page. Alternatively,
click on the hyperlinked Search Terms at the top of the results list (e.g. general: dvt in

Figures 2 and 3) to edit the current search.

The History button takes you to a list of all the searches you have conducted during the
current session, with the most recent at the top. Each search is displayed with the number
of Hits (records retrieved), the Search Terms used, and Sort Order. You are also provided
Options to View, Email Records, Download, or Edit each search. It is possible to

bookmark your search history and re-run your search at a later date.

Downloading Search Results
The search results can be sent via email or saved to disk as a plain text file.

To email a selection of records, first tag them by clicking in the check box. A tick
indicates a tagged record. Records can be tagged in Brief or Full Record mode. You
do not need to tag any records if you want to email them all, but there is a maximum
limit of 500 records per email. The Email Records button will take you to the Email

Records screen where you must enter your email address, choose label format (long or
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short), type in an optional subject, and choose to email your selection of “Just tagged

records” or “All records”. Click on the Send email button to send the records.

To download your search results, tag the records you want to save, and click the
Download button. This will take you to the Download Records screen where you can
choose to download your selection of “Just tagged records” or “All records” (maximum
500 records) in long or short label format. Click on the Send File button. Select the
Save this file to disk and choose where you want to save the file, and name it. The
records are saved to disk as a plain text file, which can then be imported into

bibliographic software such as Endnote or ProCite.

To import zetoc records into bibliographic software, you must download records in short
label format. You will also need to have the correct import filter. Some software includes

a filter for zetoc, and some filters are available from: http://zetoc.mimas.ac.uk/z3950.html.

Zetoc Search Limitations

Zetoc has a wide subject coverage and limited search capabilities. Boolean operators
cannot be used, and result sets cannot be combined. Zetoc does not have indexes like
MeSH in Medline. Consequently, complex searches cannot be carried out and some
searches will produce large numbers of irrelevant results. As there are few abstracts,
assessing relevance of articles is also problematic. Zetoc is not the place to carry out a
comprehensive literature search. A subject specific database such as Medline for

medicine or CINAHL for nursing should be used instead.

When should Zetoc Search be used?
Despite the limitations in zetoc, there are good reasons to search the database:

Simple Searches. As a complement to a full literature, zetoc may find relevant articles

where other databases may falil.

To find a conference paper. Grey literature, such as conference papers, are
notoriously difficult to locate. The conference search facility gives access to these

documents that are not normally covered well by other databases.

Reference checking. Zetoc can be used to find the full, accurate bibliographic details

of a journal article or conference paper.
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ZETOC ALERTS

Go to the zetoc homepage at http://zetoc.mimas.ac.uk. Then click on “Zetoc Alert”. You
will be prompted for an Athens username and password. Go to www.hilo.nhs.uk to self-

register for this if you haven’t already done so.

Create a new Alert List

When you login for the first time you can create a new zetoc alert list as follows:

Figure 4: Creating a Zetoc Alert list

Enter your email address in the box provided, either a work or personal email address.

Give your new Alert List a name (maximum 30 characters). If you leave the Optional
List Name blank, a random name will be generated. This will be non-descriptive, so it

is recommended that you enter a list name that will be meaningful to you.

There is an option to include hypertext links, which take you from the alert email to the
full record in Zetoc.

Click on the Create button and you will be given confirmation that the list has been
created, as well as the date of expiry, which is 12 months from the date of creation.

Reminders are sent when the alert list is about to expire, but you can renew it any time.

Now, either choose Add Journals or Add searches to your new Alert List.
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Add Journals

If you choose Add Journals, you will be presented with a screen similar to this:

Figure 5: Adding Journals to the Alert list

The left-hand side of the screen shows all the journals in the List. The right-hand side is

where you choose journals to add to the List. There are three ways to choose journals:

Select journal names beginning with letter — choose a letter of the alphabet for a

listing of journal titles in alphabetical order.

Select journal names containing a string — if you know part of the journal name type
it in the box and select the Search button. This is not a keyword search. The search
engine will search for a phrase if you enter more than one word from the journal title.

Terms are automatically truncated, and boolean terms do not work.

Select journals by subject category — the journals in Zetoc have been grouped into
subjects according to the Dewey Decimal subject classification. Select one of the

subjects and you will be given a list of journal titles in that category.

Use the Add button beside each journal title to add the journal to your list. The text on the
button will change to read In list and the journal title will be shown in the alert list on the
left-hand side of the screen. Continue adding journals to your list. There is a limit of 50
journal titles in any list, but no limit on the number of lists you can create.
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Add Searches

If you choose Add Searches, you will be presented with a screen similar to this:

Figure 6: Adding Searches to the Alert List

Again, the left-hand side of this screen shows the searches in the List. The right-hand side
is where searches are added to the List. The same principles for searching discussed in

“Searching Zetoc” also apply here. There are two options for adding searches to your List:

Keywords from Title — enter one or more keywords on a particular topic. For

example, entering patient care will retrieve any records where the words patient and
care appear anywhere in the title in any order. Enclose your search terms in double
guotes to search for phrases, e.g. entering "clinical governance" will retrieve records

where clinical and governance appear next to each other in the title in that order.

Author(s) — for articles and papers by a particular author or authors enter one or more
names in the box. If you know the initials enter the name followed by the initial(s) in
double quotes, e.g. "Robinson H" "Ashworth M E" will find all articles where H
Robinson and M.E. Ashworth are authors. If you wish to retrieve articles by either H

Robinson or M.E.Ashworth, enter them as separate searches.

You can combine keywords from the title and author(s) in the same search. Click the Add

to list button to add the author and keyword searches to your alert list.
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When you have finished adding Journals and Searches you can check what is in your List

by selecting the Renew/Modify Alert List details button in the left-hand frame.

Figure 7: Modifying your Alert List
You will have several options to alter your List:

Change the email options — enter a new email address here and select the Change

Email button. You will receive confirmation that your email address has been changed.

Renew the List — Alert Lists are set to expire 12 months from the date they were
created. You will receive an email reminder approximately 4 weeks before your list

expires. Click on the link to renew it for another 12 months.

Add/Remove Journals/Searches — to remove items from your List, uncheck the box
next to the journal/search and click on the Remove Journals/Searches button. To add

more journals or searches to the List select the appropriate Add... button.

Select Alert Homepage button to finish. You will now receive email Alerts on the day new
data is loaded into the zetoc database (the database is updated daily so this can be as
soon as 72 hours after publication). When you next enter Zetoc Alert, your new Lists will
be listed with the options to Add Journals, Add Searches, Renew/Modify, or Delete.

Caution: Although you may request unlimited numbers of Alerts, think about how many
you are actually prepared to receive or able to process. You may be inundated with email
Alerts if you set up too many, particularly tables of contents from weekly journals.
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ACCESSING FULL-TEXT ARTICLES

You can get full-text articles in a number of ways:

Full-text Journals on line

KA24 — Knowledge Access to health care information, 24 hours a day, 7 days a week.
This gives anyone working for or with the NHS in London and the South-East access to full
text journals and major healthcare databases from any Internet or NHSnet terminal.
Register for the service at: www.hilo.nhs.uk. Check: www.hilo.nhs.uk/journals.htm for an

alphabetical list of all full-text journals available to KA24 users.

Free on line journals — there are a many journals free on line. The following are some

sites where they can be accessed: http://www.freemedicaljournals.com/
http://highwire.stanford.edu/
http://www.doaj.org/

Journals held in the Library

Check the library’s journal holdings. Use the hard copy listings in the library or check on
line at: http://www.cmhlib.demon.co.uk/holdings.htm. Please ask library staff if you need

help locating journals, wish to borrow a journal, or purchase a photocopy card.

Inter-Library Requests

If an item is not held in the library you can make an inter-library request. Ask for article
request forms in the library, or download the form from:
http://mww.cmhlib.demon.co.uk/leaflets/photocopyrequest.PDF. Return the signed and
completed request form to the library. There is an advance charge of £1 per request, 50p
if the item is held at John Squire Library in Northwick Park. Check their journal holdings
at: http://www.johnsquirelibrary.org.uk/journals/jourhold.htm. Items normally arrive within
one week. If you need an article more urgently, use the 24 hour service at £5 per article.

Buy from the British Library

Within zetoc you can purchase full text articles on line directly from the British Library.
Each Full Record of a Zetoc Search has an option to Buy from the British Library, Boston
Spa. Select this link to go to the Order Details screen, which shows the full bibliographic
reference and cost of the article. Check: http://zetoc.mimas.ac.uk/fag.html#purchasing for

current charges and further details. You will need to register for this service.
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FURTHER INFORMATION

For on line help with Zetoc:

Click on this whenever you need context-sensitive help.
Zetoc FAQ - or “Frequently Asked Questions” at: http://zetoc.mimas.ac.uk/fag.html
Glossary of Terms — at: http://zetoc.mimas.ac.uk/glossary.htmi
Quick Reference Guide to using Zetoc — at: http://zetoc.mimas.ac.uk/quickguide.html
Detailed Zetoc Alert Guide — at: http://zetoc.mimas.ac.uk/alertguidepf.html

Zetoc Workbook for the NHS — at: http://zetoc.mimas.ac.uk/nhsworkbook.html

If you need further help with zetoc or have other information needs, please ask a member

of Library staff.

Call us on: 020 8453 2504

Or e-mail us at: cmh.library@nwlh.nhs.uk

Last updated: August 2005
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