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Item Search Helper 
All wizards in Workflows contain a Helper Bar located across the top of each wizard. The helpers 
contained in each wizard provide easy access to the information needed by the wizard currently 
opened. Most helpers are shared by multiple wizards. 
 
These Wizards contain the Item Search Helper: 
 
Checkout 
Discharge 
Fine Free Discharge 
Renew Item 
Billing a User 
Check item status 
Change item id 
Mark item missing 
Mark item lost 
Place hold 
Display title holds 
Display item holds 
Modify holds for item 
Remove item hold 
Trap holds 
Place research hold 
Mark item used 
Inventory item 
Ephemeral 
Discharging bookdrop 
 
The Item Search Helper is an icon with a magnifying glass and an open book and is located at the top of 
any wizard in the 
circulation module that requires an entry of an item ID. 

Clicking the item search helper opens an “Item Search” pop up box. 
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The Item search helper includes many search options. 
 
Search for: enter search terms here. 
 
Index: will display your selected default index, but can be changed to display results from the following 
indices: author, call number, general, item ID, periodical title, series, subject, title, and title control # 
 
Library: will display your selected default library, but can be changed to display results limited to a 
specific library or including all RSA online member libraries. 
 
Type: permits conducting keyword searches, browsing, and searches for exact terms. 
 
Keyword search: This type of search will search the selected index for the entered terms in any order. It 
may also include results for the search terms in related fields as well. For example an author keyword 
search may include result with the search terms not only in the author field, but also in performer fields, 
personal name fields, etc. Similarly, Title keyword searches will generated results that include the search 
terms in content fields. 
 
Keyword searches are very useful when an exact title is not known or when searching for a part of a 
work, such as a specific song or poem. 
 
For example, in the following search, I am looking for “And the Band Played On,” the 1993 TV movie 
about the AIDS epidemic, but let’s pretend that I can’t remember the full title. 
 
This first result is, in fact, what I was seeking. You will note, however, that as we go down the list of 
results, it is harder to see why an item was included. A closer look at the descriptions reveals the 
answer: 
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In this case, the first chapter is entitled “And the band played on.” 
 
An interesting thing happens if we change our search terms, however. Now that we know the full title of 
the work, let’s try searching for “and the band played on.” 
 

 
 
 
What does it mean? Well, one thing to bear in mind about the keyword search is that it uses Boolean 
operators such as AND, OR, and NOT. These operators tell the search engine how the search terms 
should relate to each other. A search term cannot begin with an operator, though. 
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One way to overcome this is to place quotation marks around the search terms: 
 

 
 
Let’s try another. 
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The inclusion of the word “not” in the title tells the search that we are seeking a title that includes the 
word “God’s” but NOT the word “dead.” Again, enclosing the search terms in quotation marks solves the 
problem: 

 
 
So, what is the difference between a keyword search and browsing? 
For this search, select the “browse” radio button: 
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And enter the search term “and the band played on” 

 
This time, the results are very different from those you received with the keyword search, even when 
including the quotation marks. A browse search displays all titles in the index in alphabetical order. So 
results will include not only the search terms that you are seeking, but the entries before and after it in 
the index. This can be especially helpful if you only have the beginning of a title. 
 
 
It is also particularly useful for subject searching. For example, if I’m looking for information about 
Nikola Tesla for a fourth-grade research project, I can select “subject” from the index list and type 
“Tesla.” If I have the search type set to keyword, I will get results that include both novels and non-
fiction, works for children and adults, and information both about Nikola Tesla, the Tesla automobile, 
SpaceX, Thomas Edison, and Elon Musk. 
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If you want to narrow your results, you can leave the index and search terms alone and change the 
search type to “browse.” This time, instead of seeing titles in the results, you will see the alphabetical 
list of subject headings which will allow you to choose a heading that will give you more targeted results. 

 
 
If I select a heading, “Tesla, Nikola, 1856-1943—Juvenile literature.” I will get a list of materials geared 
toward juvenile readers about Nikola Tesla. 

 
As you can see, all of the different search options are useful in different scenarios. 
 
 
In the Item Search and Display Wizard, there are additional options. Depending on your settings, the 
wizard may open with a search window similar to the helper or it may open to the Advanced Search. 
Click on the Advanced Search helper: 
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This helper allows searching by both title and author. 

 
This is particularly helpful if searching for an item that may share a title with multiple works, or if you 
have part of an author name or title. Imagine that a patron is looking for a book that has the word 
“hurt” in the title and the author’s name is Wilson. Here are Keyword search results for a title including 
the word “hurt.”  

 
Since the author’s last name is known, using the advanced search can help us narrow the results. 
 

 
The other search fields can be used to narrow results in a similar way. 
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If seeking a specific format, there is a search options helper which permits selection of publication 
year, item categories, format, language, etc. 

 
 
This time, I would like to find a music recording including a song called “Hurt.” Using the search options 
helper, I have selected MUSIC as the Format and CD as the Item Type. This shows only results that meet 
those two criteria, which includes Johnny Cash’s American IV, which includes the song I’m seeking. 

 


