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San Joaquin Basin Electronic Library User’s SOP:  November 2000

PURPOSE

The purpose of the San Joaquin Basin Electronic Library is to organize and provide access to the high quantity of in office documents in the San Joaquin Watershed (SJW) section.  The Library is using EndNote 4.01, an electronic bibliographical program. This program will allow staff   to easily search for and reference documents, then insert them as citations, references and/or Bibliographies in Word documents.

This Standard Operating Procedure (SOP) is prepared for use of the SJW library.  It is NOT intended as an EndNote tutorial.  It is important to note that Library access will be “Read Only”.  This means staff will be able to access the library, perform searches and export references to word documents, but WILL NOT be able to add, delete or alter any of the reference entries. 

EndNote 

EndNote is a user-friendly program with an excellent Help menu.  It is not, however, a “data-base” in the traditional sense.  Its purpose is to search Internet bibliographic databases, organize references and create Bibliographies.

PROCEDURE

Finding a Document Electronically

Opening the Library
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To open the San Joaquin EndNote Library, open the ___ Drive and double click on the San Joaquin Library Icon.  As shown below:

First View of the Library

See Visual Explanations, Figure 1
When the Library is first opened, a screen will display a list of all the references.  They are arranged to display “Location”, “Call Number”, “Title”, and “Year”.  See Visual Explanations, Figure 1

About the opening screen:

· “Year” does NOT refer to date of publication, but rather to the year (or years) that the report’s supporting data was gathered.

· The information can be sorted by either double clicking the button above the column, or by doing a formal reference sort.  Open the “Sort References” box through the References pull down menu.

· This screen is meant for browsing through documents, much like scanning a bookshelf.  To find a document based upon Author, Subject, Title, etc. – use the search engine.

· Once a document is found, highlighting and double clicking the entry accesses detailed information about that specific reference. (See Visual Explanations, Figure 4)

Searching the Library

See Visual Explanations, Figures 2 & 3
EndNote has an excellent search engine.  One can search for documents based on any word found in any of the document fields.  Searches based on Author, Title or Key Words are most effective.  There are also options to include conditions of AND, OR and NOT into the search.

· The ”Search Library” box is available through the References pull down menu (Figure 2).

· Search can look for a word, phrase or number in any specific reference field or in all of them.

· Search has 2 preferences so a search for 2 separate items can be combined

· Search has a menu option of searching whole library or searching selected items – so one can retrieve certain entries from an initial search and then do a subsequent search within only those records. (An example of this type of search within a search is given on Figure 3)
Finding a Document Physically 
See Visual Explanations, Figure 4

Specific information about each document is found in that documents individual record. Open the individual record by using the mouse to highlight the record and then double click the left mouse button.  Along with the bibliographic information about a document, this record also has information regarding the document’s physical location.

Location

The library is currently divided into three main areas with a possible fourth being added.   The physical location of any reference is noted in the “Location” field of that reference’s entry.

· Pesticide
Located in Shakoora’s office, this shelf houses documents pertaining to Pesticides. 

· Se/Trace
Located in Eric’s office, this shelf houses documents pertaining to Selenium, Kesterson & San Luis Drain, Salinity and Trace Elements.

· Ag
Located in the student area of the Ag unit, this shelf contains all other nutrient, drainage and general miscellaneous documents.

· DO
This fourth category pertaining to Dissolved Oxygen documents is located in Shakoora’s office.

Call Numbers

· Call numbers are unique random numbers assigned by order of entry.

· On each Library shelf, the references are placed numerically by call number from lowest to highest.    They are found either on the binding or in the upper left front corner of the document.  

· Call numbers are not specific to any one shelving area so it will be common for number groups to be missing between references.  This does not necessarily mean that a reference is missing, but that it just may be on a different shelf.  This is why it is important to note both the call number “Call Number” field AND the location, “Location” field, in order to find a document.

Status




Along with “Location” and “Call Number” it is important to note the reference’s “Status”.  The “Status” field is located between Location and Call Number in the individual reference’s detail screen (See Visual Explanations, Figure 4).  This indicates whether or not the document is expected to be on the shelf “Available”, is checked out “First Last Name, Date (taken)”, or has been misplaced or taken without being checked out “Missing”.

Checking Out a Document 

To find and check out a document:

1. E-mail the Librarian (Karen Gonzalves) 
2. Place “Library Search” in the subject line
3. Detail your request in the message line.  
For instance – 

· If you want a list of available documents on Dissolved Oxygen issues in Stockton – ask the Librarian to search references and provide a list.  Make sure to include if you only need to know titles, or want Author and other publication information as well.  
· If you want to know whether the Library houses a specific reference and where it is located, provide the librarian with as much of the following information as possible: Author, Title, Subject and Agency report number if appropriate.
· If you want to do extensive research on multiple keywords, schedule a time to come to the Librarian’s office when the Librarian can assist you with your search. 
4. The librarian will assist you in physically locating any documents you need to remove from the shelves, and will note them in the computer as checked out to you.

5.
When you are done with the document, return it to the Librarian’s office and place in the “Returned Book” box.  Librarian will return it to its shelf, notate it in the computer as “Available” and send you a confirmation e-mail of its return.

Visual Explanations
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Figure 1 illustrates what the screen will look like when first opening the Library.  This particular representation was sorted by “Call Number”.  Note that at the bottom of the screen, there is a line that reads “Showing 457 out of 457 references”.  This informs the user that all references are being displayed.  If a keyword search was done to find documents containing information on Selenium, this might read “Showing 179 out of 457 references”.  To display all of the Library references again, choose the “Show All” option from the References pull down menu. 

Figure 1 – Opening Screen

FIGURES 2 & 3  SEARCH ENGINE

        Figure 2 – References Menu Options
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Figure 4 – Individual Record Screen
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Figure 4(a) – Reference Types





Figure 3 – Search Engine
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Figure 2 is the References pull down menu.  The options that are not highlighted would be available if prior to opening this menu the mouse had been used to select one or more references.





The search engine (Figure 3) can look for a word, phrase or number in all of the reference fields or in a specific (i.e. “Title”) field.  It can search for two specifics combined, - AND; either of the two – OR; or one but not the other – NOT.   


NOT function explained:


NOT is good if you wish to find a certain topic, for instance Dissolved Oxygen, but are uninterested in reports you yourself have written.


In the first box search “keywords” field for dissolved Oxygen


In the second search box click the “NOT” button


Search the “Author” field


Type in your own last name.


The result will be all documents regarding Dissolved Oxygen on which you were NOT a contributing Author.


Furthermore one can perform a search within a search by using the menu available under “Search Whole Library” 


For instance, how might one find information about Selenium studies in the Kestersen Reservoir area that are no older than 15 years?


Example:


First search for all documents containing Selenium in the title AND Kesterson in Any field, a screen of   9 documents will show up.  Then eliminate all documents based on data older than 15 years by:


Searching the Year field for 1985


Choosing the is greater than option from the pull down menu under the Contains heading


Choosing the Search showing references option from the pull down menu under the Search Whole Library heading


The results will be 7 reports about Selenium in the Kesterson area with supporting data that is no older than 15 years.





Figure 4 is the detailed screen that appears when a highlighted reference is opened.  Note that at the top there is a Reference Type.  EndNote has a variety of preprogrammed Types.  Not all of them are used for the SJB Library.  Different types have specific information fields.  





For instance, Journal has Title (for the article title) and Journal (for the Journal title).  While Report has Department and Agency as well as Type and Number to allow for more information as to who wrote the report and how more copies might be ordered from that organization.





The Location and Status fields are available in all types.  They are custom programmed fields for the SJB Library.  When doing searches for words in these fields (to find all the DO documents for example) it is important to note that the Search Engine refers to them as follows:





Location = Custom 2


Status = Custom 3





Figure 4(a) lists the Reference Types SJB uses.





EIR = Environmental Impact Reports


EIS = Environmental Impact Statement


EA= Environmental Assessment





Generic is never really used but is the default type from which all other types are derived.
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