‘3@ ebrary

Using A Digital Library
Spring 2012

ebrary Academic Complete is a database of full-text books from major publishers, including
Oxford University Press, Routledge and Random House. MCLA’s Freel Library subscribes to
ebrary’s Academic Complete, which offers over 70,000 digital books in anthropology, business
& economics, computers & IT, education, engineering & technology, interdisciplinary studies,
history & political science, law, international relations & public policy, language, literature &
linguistics, life and physical sciences, medicine, psychology, social work, religion, philosophy,
music and art. ebrary is available to all members of the MCLA community over the internet, on
campus and off, twenty-four hours a day.

Accessing ebrary

Because ebrary requires all our users to create accounts in order to take advantage of some
of its features, you must log in to ebrary whether you are on campus or off. Use the same
information you use to access your First Class email account, an A number and your password.
You will need to use the link to ebrary found on the MCLA Freel Library web site
(www.mcla.edu/library) or links attached to ebrary books found in our online catalog.

Can | download an entire book from ebrary? Yes. You will need to download Adobe Digital
Editions, which is available free online at www.adobe.com/products/digitaleditions/. This
program works on most computers and many ereaders and mobile devices. For more
information, you should check the Supported eBook devices at the Adobe site.

Can | print a book from ebrary? Due to copyright restrictions, you cannot print an entire book.
You can print a page or selection of pages. The number of pages you can print may vary
depending on the arrangement ebrary has with the publisher.



Searching ebrary

You can use the simple search box found on most ebrary pages or click on the word Advanced
(to the right of the simple search box) and search on specific fields (title, author, language) in
any combination. When searching a phrase, for example “death penalty” or “Charles Darwin”,
enclose the words in quotes. If you search using the simple search box, you are automatically
searching the full text of all the books in the database. Results are, by default, sorted by
relevance, but can be resorted by title, contributor (author), publisher or date. You can also
search by selecting from the list of subject under All Subjects, which can be found to the right
of the Advanced button.

Reading and Navigating an ebrary book

Clicking on the title of the book you are interested in or on the image of the cover to the left of
the title will take you to the first instance of your search term(s) in the book. You can also click
on the Show Table of Contents button below the publication information. The table of
contents (TOC) will usually list the chapters of the book and you will see a green magnifying
glass in front of any chapter title that includes one of your terms. Click on the magnifying glass
and you will be taken to the page with your term(s). The TOC box also allows you to search for
any other term within the document. You can jump from one instance of your term to the
next by clicking on the Next Search Result (black magnifying glass/arrow) buttons in the
navigation bar above the text. You can move through the book page by page by clicking on the
right and left arrow buttons on the navigation bar or by typing in the number of the page you
want in the page box on the right hand side of the navigation bar. To return to your results
list, use the browser’s back button. The ebrary Reader (blue button on the book’s toolbar)
offers some additional features, including the option of having the book read to you. You can
also download selected portions of the book as pdf files or download the entire book for up to
14 days, using Adobe Digital Editions, a free download at www.adobe.com/products/
digitaleditions/. Click on the Download button on the book’s toolbar. For additional
information on using Adobe Digital Editions on your computer, ereader or mobile device, go to
the Adobe Digital Editions web site and check out the FAQ, Help and Supported eBook Devices
pages.

Printing

To print a page or range of pages, click on InfoTools, select Print and follow the prompts. Do
not use the print function of your browser. You can also copy and paste text. When you paste
text into a Word document, a bibliographic citation will also print. Citation formats include
ebrary’s standard format, MLA, APA and ACW. You can select your preferred format by
accessing My Settings.



Notes, Highlights and Links

To highlight, select the text (hold down the left-hand button on your mouse and drag the
cursor over the words you want to highlight), then click on the highlight button on the
navigation bar. The default color is yellow. If you want to use a different color, click on the
down arrow next to the highlight button and you will be able to select from two additional
colors. You can use more than one color in the same document. Notes can be attached to a
page in a document by clicking on InfoTools and selecting Create Note. Enter the note in the
box and click on OK. You can also add links to external sources. For example, if you see a book
listed in a bibliography that is held by the Freel Library, you can create a link to our online
catalog. As you add highlights, notes and links, you will see that they are also added to a list
under the Notes tab (next to the TOC tab.)

Your ebrary Bookshelf

The Bookshelf allows you to organize the ebrary content you are interested in and to keep
track of all notes, highlights and links you have added to any ebrary title and to access this
information any time you log in to your ebrary account. To add books to your bookshelf, click
on the Add to My Bookshelf button, which can be found under each title in your search result
list and on the TOC page. When you go to the Bookshelf page, you will find two folders:
Unclassified Documents & Annotations and All Documents & Annotations. Initially, any book
you add to your bookshelf will be in both folders. All of your documents will always appear in
the All Documents folder, unless you delete them. As you add more documents to your
bookshelf, you may want to organize them into folders of your creation. Click on Add Folder
and type in a file name. To add documents to the folder, click and drag the image of the book
cover of the title you want to add to the folder. You can add the title to more than on folder at
time. After you’ve moved the folder, you will find a copy of the link in the folder you created
and you will still find a copy in the All Documents folder, but you will no longer find a copy in
the Unclassified Documents folder. Any annotations, highlights and links associated with the
document will also appear in your new folder.

InfoTools

InfoTools, found on the toolbar above the text of the book, provides links to external
resources, allowing the user to access definitions at the Merriam-Webster dictionary web site
and Wikipedia. Highlight the words or words you want to find further information on and then
choose the appropriate link. If you are looking for a definition, highlight the word, open
InfoTools and click on Define. We will gradually be adding additional links to InfoTools.



Using ebrary in a Course

All currently enrolled MCLA students and faculty and staff have access to the ebrary database
and recommended or required ebrary readings can easily be shared. Although no other user
can access your bookshelf, you can send folders with links to ebrary books via email to each
other. Faculty can also add links to their online class pages by copying and pasting the
document or page url. You can also add links to ebrary books to your eportfolio. Just
remember, only students, staff and faculty at MCLA will be able to view the ebook you link to.

All ebrary titles are accessible through the Freel Library online catalog, which allows the user
to search by author, title, keyword or subject our digital and print collections simultaneously.
Remember that searching the full text of ebrary documents is only available at the ebrary web
site. We will also be adding individual book titles to our ebrary collection. Some will allow
multi-user access, while others will allow only single-user access.

Online Help

ebrary provides online help, including fact sheets, Power Point demonstrations and a
knowledgebase for customers. These can be accessed through the Help button, which can be
found on the top right-hand corner of most ebrary pages. Or contact Linda Kaufmann at 5325
or via First Class.
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