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Getting to Know Your OPAC

Your OPAC tells you 
what resources your 
UWI Libraries have:
• Books
• Journals
• Electronic Resources
• Theses
• Maps
• DVDs
• …….and lots more!

Your OPAC tells you 
where to find those 
resources:
• Main Library

• Medical Sciences 
Library

• Reserve

• Reference

• …and other locations!



What can you do in this OPAC?

The OPAC allows you to:
view your loans
view your loan history
view your fines
save your searches – My e-Shelf
email your search results
customize your display - Preferences
create SDI (for Faculty ONLY)

• Once you sign in

… and lots more!



Getting Started with the OPAC

You do not need to Login to search the OPAC! 

BUT…..

You will need to Login to:
Verify your patron information 
View your personal information
View and customize your display 
options



How to Sign-in to the OPAC
To Sign-in:
1. Enter either your UWI ID or UWI Barcode
2. Enter the default password - date of birth 

as YYYMMDD (you can change this at any 
time)



When you SignWhen you Sign--InIn…….you see this.you see this

11

22



How to Navigate the OPAC How to Navigate the OPAC 

You can navigate the OPAC from anywhere by:
• Using the menu bar
• Clicking on the links

You can navigate the OPAC from within the library by:
• Using shortcuts to move between screens

o Alt + Left Arrow         = move to previous screen
o Alt + Right Arrow          = move to next screen

Menu Bar Link



How to search the OPACHow to search the OPAC
You can search the OPAC by: 

Author

Title

Words from Title

Keywords

Subject

e.g. Best, Lloyd 

e.g. Cricketers from the West Indies

e.g. caribbean culture

e.g. biodiversity conservation 

e.g.biological diversity conservation 



Searching for an Author?
Go to Search type
Select Author (surname, first) from the dropdown menu
Go to Search for
Type the name of the author (surname, first name):

• e.g. Best, Lloyd
Go to Exact phrase and click Yes
Click Go



Results - Author Search



Searching for a Title?
Know the Exact Title? Then,

Go to Search Type
Select Exact  (omit initial a, an, the) from the dropdown menu
Go to Search for
Type the exact title: e.g. cricketers from the west indies
Go to Exact phrase and click Yes
Click Go

Cricketers
Cricketers

from the
from the

West Indies
West Indies



Results – Exact Title Search



Searching for Words in a Title?
Know one or more words in the Title? Then,

Go to Search type
Select Title Words from the dropdown menu
Go to Search for
Type the title words: e.g. caribbean culture
Click Go



Results –Title Words Search



Need to search by a Topic?

Break down your topic into keywords:
• List the main terms
• List synonyms of the main terms
• List related topics

Related TopicsRelated Topics

Synonyms

Main
 Term

s

•industrialisation
•environment  

•ecology 
•degradation 
•biodiversity 
conservation

Topic:

Keywords

Industrialisation causes 
environmental 
degradation



Search by Keyword
Go to Search Type
Select Keywords from the dropdown menu
Go to Search for
Type the keyword(s) [use lowercase or uppercase]: e.g. biodiversity 
conservation
Click Go

For a phrase, (as in the above example) 
select  the Phrase option



Results – Keyword Search

To check the availability of any item, click on its Call Number



Availability/Holdings

Due Date:
• gives due date once item is on loan

• gives on the shelf once item is in the library



Locating Items
Write down the following carefully before trying to locate the item on the shelf :

• Title
• Author
• Call Number
• Collection
• Sublibrary

Title

Author



Subject Search vs Keyword Search

KEYWORD SEARCH
allows you to be very 
flexible
allows you to be 
creative
But it is less precise
than a subject search

SUBJECT SEARCH
use only the 
prescribed subject 
terms in the 
catalogue
prescribed subject 
terms usually result 
in a more efficient 
and effective search. 
BUT……..



Subject Search vs Keyword Search
(cont’d)

KEYWORD
Popular Term

E-commerce

Nature protection

Biodiversity

Alternate energy sources

SUBJECT

Prescribed Subject

Electronic Commerce

Nature conservation

Biological Diversity

Renewable energy sources

….the term you have in mind might not be the subject term used in the catalogue!

Spot the 
difference!



Finding a Prescribed Subject Term

First, do a keyword search on your topic 

Identify a relevant record 

Click on the number in the left column for full record for 
that item



Finding a Prescribed Subject Term

Click on a prescribed subject heading to find other items on 
the same subject



Other Documents with the Same 
Subject Heading



Other Documents with the Same 
Subject Heading

(cont’d))



Browsing by a Call Number

The Call Number: e.g. TH7687.A1 A44 2005
• is a unique code assigned to each item in the Library
• identifies the item in the collection 
• helps you locate the item on the shelves 
• serves to group books together according to subject 

If you’ve found an item that is useful, you can use its call 
number to find other related items. 

Browsing by call number in the OPAC, virtually allows you 
to browse the shelves from your computer.

Remember….you can browse BUT  NOT search by Call Number!



Browsing by a Call Number
(cont’d)

To search within a call number range:
• Use Browse
• Go to Type word or phrase
• Type Call Number: e.g. TH7687.A1 A44 2005
• Select Index to browse from drop down menu: e.g. LC Classification
• Go to Type word or phrase
• Click Go



Results – Call Number Browse



Using Collection to Search
You can narrow your search to specific sublibraries or collections by 
using the collection to search option

• Go to Collection to search
• Select a collection from drop down menu: e.g. West Indiana
• Select a  Search type: e.g. keywords
• Go to Search for and type word or phrase: e.g. housing caribbean
• Select Exact phrase
• Click Go



Results – Collection to Search



Types of Searches
- Basic Search -

You can choose a field to search such as: Author, Subject, 
Publication Year, System Number, and so on, and type in 
the keywords. 
To retrieve search terms that are next to each other, choose 
Yes for Exact phrase. 



Types of Searches
- Combination  Search -

Combination Search lets you search the database for keywords present anywhere, it also allows you to 
combine search terms, e.g. Author/Title or Author/Subject or Keyword/Keyword You can use pull-
down menus to specify the search fields which are automatically combined with ‘AND’.
To view a list of records, click on an adjacent link in the No. of records column. 



Types of Searches
- Expert  Search -

You can use Expert Search to search for words and headings in several different indexes at once. You must 
specify the code of the word and the heading indexes to be searched. Here are some common codes: TIT –
Titles, AUT – Authors, WRD – Words, WTI - Words in title field, WAU - Words in author field.

Here is an example: 
((wau=best) and (wti=econ?)) not (wsu=free?)

This search finds anything written by an individual named Best with a word beginning with econ, for example, 
economic, economics, economical, and so on, in any title which has not been assigned a subject beginning with the 
word free, for example, free, freedom. 



Types of Searches
- Collection  Search -

You can use the Collection Search to search more than one database at a time. This lets you 
retrieve a set of records in your selected databases which match your specified criteria. When 
you click Go, the Collection search results page displays. This page contains the list of the 
searched databases with the number of records retrieved per database. Click the database link in 
order to view the results of your search in this particular collection. 



Types of Searches
- Course Reserves -

You can use Course Reserves to search for items in the 
Reserve Collection

You can search by course title, course number and 
instructor e.g. BIOL3361 (Applied Biochemistry)



Using Course Reserves Search

Will give you a list of items in the Reserve Collection for that course

You can get a list of items in the Reserve Collection for a 
particular course by using the Course Reserves search
• Select a  Search type: e.g. Course Number
• Go to Search for and type word or phrase: e.g. GOVT6003
• Click Go



Results - Course Reserves Search



How to Construct your Search
The Web OPAC supports and , or, and not Boolean operators. and is assumed if no 
operator is present. 

• AND = + (plus sign) 

• AND = & (ampersand) 

• OR = | (pipe sign) 

NOT = ~ (tilde) 

All searches can be further limited by language, format, years and location. You can 
define these limits at the bottom of each Search screen. 

Example:
• Carnival AND Trinidad and Tobago NOT Virgin Islands This will give all the records in 

the catalogue about Carnival in Trinidad and Tobago but not the Virgin Islands.

SEARCH



Finding Items

Items with similar call numbers may be located in different 
collections in the Library e.g. Course Reserves, West Indiana.

They may also be housed in different libraries e.g. Main Library, 
Medical Sciences Library, School of Education Library, Institute of 
International Relations Library, Arthur Lok Jack Graduate School of 
Business Library.

YOU MUST note the location of items you need



More About Using the OPAC

Make your searches more productive by:
Reading the Search Hints
Using the online Help

Become a competent OPAC user:
Look out for library sessions on OPAC searching



Prepared by:
The Information Literacy Working Group

The University of the West Indies
St. Augustine Campus Libraries

THE END


