	Information Services

	Telegraph

	The Telegraph on CD-ROM contains full text articles from daily copies of the Telegraph and Sunday Telegraph for one year. It provides national and international news items on a variety of consumer, educational, business, political and financial topics. Coverage starts at 1991 and it is updated quarterly.


Getting started

Log on to the University network and load Netscape.

From the Cardiff University Home Page, click on Learning and Teaching, followed by Electronic Library, then Databases. Click on the letter T. Scroll down and click on Telegraph.

Searching 

From the Homebase window, set the following options:

Click on the Publications box. A split window appears. In the top part of the window highlight The Telegraph by clicking on it. Click on Done. The Publications box will then be ticked.

Click on Words to enter your search terms. A Key Words window appears. Enter your search words or phrase into the boxes provided. Search words or phrases are linked together by AND, OR, NOT. You click on these to change them.

· Link boxes by OR to find stories containing at least one of the words or phrases. 

· Link boxes by AND to find stories containing all words or phrases.

· Link boxes by NOT to exclude words or phrases from a story. 

You can specify where you want the words to appear in the text. Click on the down arrow besides Anywhere to view the various options, Anywhere, Headline, Journalist or Column, All except HED or BYL. 

Select one option by clicking on it.

Wildcard

You can use the wildcard * to truncate words to retrieve articles which contain different forms of the same words. For example, car* will retrieve cars and car.

Proximity searching 

This allows you to specify the distance between words. Enter a word followed by w/ and then a number. For example, market w/3 share finds articles which contain market and share 3 words apart.

When you have entered your search words, click on Done. A tick will appear in the Words box.

If you want to limit your search to particular dates within the year, click on the Dates box. Select the month and day you wish to your search to start and end. Click on Done and the Dates icon will be ticked. 

When these three options are complete, 

click on Info. to run your search.

Viewing the results

The results are automatically displayed in Headline format. Use the scroll bar on the right of the screen to look through the list. 

To view the text of an article, click on the grey square beside a given article entry. This retrieves the article from the database. The square will turn red. Click on Text to display the full text. To return to the list of headlines, click on the Hdlns button.

The text and headlines can be integrated onto the one screen by clicking on the grey square to retrieve articles and then clicking Hdlns/Txt. This produces a show/hide button which allows you to view the text as desired. Search terms in the text are highlighted in red: to see where they occur click on <<Hit>>.
To move backwards and forwards through the articles in full text format click on 

<<Article>>.
When you have finished viewing the results, click on Done to return to the Homebase window. From there, you can begin a New Search.

Tagging records

You can tag any articles you want to save or print. Click on the square until a red tick appears. This can be done at any of the display screens. To remove a tag, click again on the ticked box. You can untag all the tagged records by clicking on Edit in the drop-down menu and clicking Untag All.

Saving articles to disk

You can save all retrieved articles or just the ones you have tagged in either headline or text format. Go to File on the main menu bar and highlight Save Results. Click on the option for how you want to save the articles found. Choose the drive you wish to save to, either the ‘H’ drive for your personal file space or the ‘A’ drive for a floppy disk. Enter a file name and then click on OK.

Printing articles

Go to File on the main menu bar and highlight Print Results. You have the option of printing all retrieved articles or just the ones you have tagged, in headline or text format. Click on the preferred option and then click on OK.

To leave the database

To leave the database, go to File on the main menu bar and Exit. Alternatively, at the Homebase window, click on Exit Freeway and OK. Then click on Exit until you leave the CD-ROM menu.

For further information and assistance contact the Bute Library 

Tel: 029 2087 4611
Email: ButeLiby@Cardiff.ac.uk 
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