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1 Navigate to https://www.hope.ac.uk/

2 "Student" 

How to access OneSearch 

This guide provides the steps required to access OneSearch from the Liverpool Hope 
University website. 
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4 Click "Finding resources" 

 

 

 

3 "Libraries" 
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6 You have arrived at the OneSearch homepage 

 

 

 

5 "OneSearch" 
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1 Click "Sign in" at the top-right of the page 

How to access 'My Account' in 
OneSearch 
This guide provides step-by-step instructions on how to access 'My Account' in 
OneSearch, enabling users to easily view and manage their loans, requests, fines, and 
messages. 
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3 Enter your login details and click "LOGIN" 

 

 

 

2 "Hope" 
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5 Click "My Library Account" 

 

 

 

4 Click on your name at the top-right of the page 
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6 Here you can see details of any loans, requests, fines, or messages related to your
account 
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1 Enter the details of the book you want to find and click search 

How to locate a book in the library 
 

This guide provides step-by-step instructions on how to locate a book in the library 
using the book's Dewey number. 
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 Identify the Dewey number (also known as shelfmark). In the example below it is 
 CAH 

 

 

 

2 Click the title of the book 
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5 Use the signs on the ends of the shelves to locate your book 

 

 

 

4 Go to the area of the library where the book is shelved 
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6 Locate your book using the classmark number on the spine 
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 If the book you want is currently on loan, you can sign in to your account and 
reserve it 

How to reserve a book 
 

This guide provides step-by-step instructions on how to reserve a book from the 
library. Following this guide will help ensure you can access the book you want, even 
if it is currently on loan. 
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3 Click "Pickup Location" 

 

 

 

2 "Request" 
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5 Click "SEND REQUEST" 

 

 

4 Choose which of the three library locations you would like to pick up the book 
from when it is ready 
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6 You will receive an email when the book is available to collect from your chosen 
location 
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 If the book you want is available in one library, but you want to pick it up from a 
different location, you can do this after you have signed in to your account 

Request a book is sent to another 
library location 
This guide provides step-by-step instructions on how to request a book to be sent to a 
different library location. It allows users to conveniently pick up books from a location 
of their choice. 
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3 Click "Pickup Location" 

 

 

 

2 "Request" 
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5 Click "SEND REQUEST" 

 

 

 

4 Choose the library location you want to pick up the book from 
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6 You will receive an email when the book is ready to collect 
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1 Click into the search box

How to access an e-book 

This guide shows how to search for e-books, filter search results, and access e-books 
in OneSearch. 
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 To limit the search results to just e-books, first click the "Resource Type" 
dropdown 

 

 

 

2 Type a title or keyword and click search 
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5 Click "APPLY FILTERS"

4 Place a tick in the "E-Books" box
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7 Click the link to view online

6 Click on the title of the e-book you want to read
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8 Sign in using your Liverpool Hope ID and password and click "LOGIN" 
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10 You have arrived at the first page of the e-book

9 Click "Read Online"
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1 Click into the search box

How to access an online journal article 

This guide explains how to search for a journal article, filter the results, and access 
the full text of a desired journal article. 
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3 To limit the search results to just articles, first click the "Resource Type" dropdown

2 Type an article title or keywords and click search
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5 Click "APPLY FILTERS"

4 Place a tick in the "Articles" box
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7 Click the link to view online

6 Click on the title of the article you want to read
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8 Sign in using your Liverpool Hope ID and password and click "LOGIN"
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9 You have arrived at the first page of the article 
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1 Click "FIND A JOURNAL" at the top of the OneSearch homepage

Accessing a journal 

This guide explains how to use OneSearch to navigate to a journal's homepage, 
where users can easily find articles published in it. 
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3 Click the link to view online

2 Search for the journal you want to find and then click on its title on the results
page 
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You have arrived at the journal's homepage, where you can search for articles 
published in the journal 

4 Sign in when requested to do so and click "LOGIN"
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1 Click "FIND A JOURNAL" 

How to find a print journal 
 

This guide explains how to find a print journal in the library 
 

 

37

https://www.hope.ac.uk/


3 Click the title of the journal

2 Enter the title of the journal you want to find and click search
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5 Locate the print journals in the library

4 Find the location of the journal. In this example it is PER TAB
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7 Use the signs to find the correct row

6 Print journals can be found in the stack on the ground floor
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8 Find the journal on the shelf
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1 Click "NEWSPAPERS" at the top of the OneSearch landing page

How to access a newspaper article 

This guide provides instructions on how to access a newspaper article in OneSearch. 
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3 Click the title of the newspaper article you want to view

2 Enter your search terms and click search
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5 You have arrived at your chosen newspaper article

4 Click the link to view the full text of the newspaper article
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1 Click "FIND A PUBLICATION" at the top of the OneSearch homepage

How to find a specific item (article, 
book, journal) 
This guide provides a simple step-by-step process on how to find a specific item, such 
as an article, book, or journal, using OneSearch. 
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3 Enter the details into the appropriate search box and click "SUBMIT" 

 

 

 

2 Here you can choose whether to search for an article, a book, or a journal 
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4 You will be taken directly to the item in OneSearch
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Find an article related to your research topic and click the upward-pointing red 
arrows 

Find articles using citation search 

This guide explains how to use the citation search feature in OneSearch to find 
articles related to your research topic. 
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3 Click the downward-pointing red arrow

2 This returns a list of sources citing the original article
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4 This returns a list of sources cited by the original article 
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Once you've performed a search and got a list of results, you can refine your 
results down the left-hand side 

Use filters to refine your search 

This guide provides step-by-step instructions on how to refine search results, sort 
them, apply filters, and view active filters. 
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You can place a tick in the box next to criteria you wish to use to refine your search 
and limit your results 

2 You can choose to sort by relevance, date, title, or author
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5 Once you've decided on which filters you want to apply, click "APPLY FILTERS"

4 You can also choose a date range for your results
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6 All active filters will be shown at the top of the left-hand side of the results page 
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Find an item you want to save from the search results page and click the pin 
symbol on the right-hand side 

Save an item to 'My Favourites' 

This guide provides instructions on how to save and view favorite items to allow users 
to easily access and organize items for future reference. 
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3 You'll arrive at the 'My Favourites' page where you can see all your saved items

2 To view your saved favourites, make sure you are signed in and click the pin
symbol at the top of the page 
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You can see the information you need to reference an item by going into a record 
and clicking "CITATION" 

How to find referencing information for 
an item 
This guide provides step-by-step instructions on how to find referencing information 
for an item. It explains how to generate references in different styles and emphasizes 
the importance of checking the accuracy of the automatically generated references. It 
also directs users to the library's referencing guides webpage for further assistance. 
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3 The reference will then appear in your chosen style

2 From here, you can choose which referencing style you would like the information
to be presented in: MLA, APA, Chicago, or Harvard 
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5 You can check the accuracy by clicking "Referencing link"

4 As the reference is automatically generated, it's important that you check its
accuracy 
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6 This will take you to the library's referencing guides webpage, where you can find
the guides for all the different styles 
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1 Enter your search terms and click the search button

Save a search 

This guide shows how to save a search and receive an email notification whenever 
new items that match the search criteria are published, allowing users to stay 
updated on specific topics or find relevant information without manually searching 
for it every time. 
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3 Click "Turn on notification for this query"

2 Click "Save query" at the top of the results page
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When new items are published that match the criteria of your saved search, you 
will receive an email with the details 

4 Enter your email address and click "SAVE QUERY"
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7 View and edit your saved searches on the "SAVED SEARCHES" tab

6 To view your saved searches, click the pin symbol at the top of the page
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If you want to email yourself a link to an item in OneSearch, go into the item 
record and click "EMAIL" 

Email yourself a link to an item 

This guide provides a quick and easy way to email yourself a link to an item in 
OneSearch. This is a convenient method to save and access important information on 
any device with an email inbox. 
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3 "SEND" 

2 Click into the "Email to yourself:" field.
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4 You will receive an email in your inbox
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If you search for an item in OneSearch on a computer, you can view the record on 
a smartphone by clicking "QR" 

View an item on your smartphone 

This guide provides a simple and convenient way to view an item on your 
smartphone. By generating a QR code in OneSearch, you can easily access an item 
record on your smartphone. 
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3 Scan the QR Code with your smartphone

2 This will generate a QR Code
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4 The item record will now display on your smartphone
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1 Navigate to https://scholar.google.com/

2 Click the menu button

Access the full text of online journal 
articles from OneSearch via Google 
Scholar 
This guide provides a step-by-step process on how to access full-text journal articles 
from OneSearch via Google Scholar. 
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4 Click "Library links"

3 "Settings" 
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6 Click the box next to "Liverpool Hope University - OneSearch@Liverpool Hope"

5 Type "liverpool hope" and click search
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8 Enter your search terms and click search

7 "Save" 
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10 In OneSearch, click the link to view online

9 Locate the article you want to view and click the "OneSearch@Liverpool Hope" link
on the right-hand side 
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11 You have arrived at the first page of the article
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