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This guide offers strategies for finding items in RSA’s WorkFlows database using Item  
Search and Display. Searching in WorkFlows can be challenging because you need to use 
exact spelling of search terms, unlike a web-based search.  

Terminology 

Keyword search: A keyword search looks for words anywhere in the bibliographic record. 

Browse search: A search in alphabetical order.  

Boolean operators: Boolean logic defines logical relationships between terms in a search. 
Common Boolean search operators are and, or and not. When these operators appear in a 
title, you may not get the search result you expect. Use “quotation marks” around the 
operator or the entire title to search accurately.  

Special symbols  

Use a ? (question mark) as a substitute for a character in a search term.  

Example: WOM?N The search result returns records containing either “woman” or 
“women.” 

Use a $ (dollar sign) to represent a single character, many characters, or no characters.  

Example: JAME$ The results are records containing the terms: Jame, James, Jameson, and 
Jamerton. 

To search for a punctuation mark as a literal character, the expression must be enclosed 
with quotation marks. 
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Common Search 

In Common Tasks, Select Item Search and Display. The default search library should be 
your library. In this view, the default search is a keyword search. When you cannot find 
an item in your library, you can expand the search to ALL libraries. 

 

Enter as much accurate information as you know about the item. You can use partial titles 
or author names, especially if you do not know the exact spelling of the author’s name (Is it 
Kristin or Kristen Hannah? Just use the last name Hannah.) Capitalization does not matter. 

A common search includes title and/or author: 

Author may be in the form: 

last name, first name 
last name first name 
first name last name 
last name 
first name 

 
Title does not need to include the leading article (The, A, An). 

Sample search for The Women by Kristin Hannah in one library: 
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Note that when searching in one library, the number of library copies shows what is 
available in that one library. Changing the search to ALL libraries shows the number of 
copies on each bibliographic record. Since this is a keyword search, results include 
records that contain “WOMEN” or “HANNAH” or both.  

 

Refining a search 

That same search can be refined further using the  “pickaxe” helper. 
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The available options for refining the search: 

 

Common limits are selecting CAT 3 general format = LARGEPRINT or AUDIOBOOK or 
MOVIE. More than one facet can be selected to further refine a search. 

Select one or more fields from the drop down, choose OK, then choose search to refine the 
search results. 

 



Resource Sharing Alliance 

Page 5 

 

 

The resulting search returns the one CAT 3 = LARGEPRINT record: 

 

Other helpful limits are CAT 1 reading level plus CAT 2 FICTION/NONFICTION or Language 
to find items in other languages. 

Note: When done with a refining pickaxe search, completely close out of the search to 
reset the search limits to all.  

 

Series Search 

Enter the name of a series in the Series search box to find all items tagged in the series. 
Note that the bib record includes the series name and number in the series.  

Series search isn’t just for books; you can search other formats using the pickax refining 

helper which is handy for series that are both books and movies.  
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Subject Search

 

Enter the search term in the Subject box and select “search.” The results will return all 
records that contain the keyword “weather.” This search found 100 results. 

 

Use the pickaxe helper to refine the search, for example: CAT 1 = JUVENILE + CAT 2 = 
NONFICTION to get results for a student researching a subject for a school paper. 
Remember to select OK, then choose search to get the refined results. 
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The refined search returns 25 results where CAT 1 = NONFICTION and CAT 2 = JUVENILE. 

 

Searching on tags in the bibliographic record 

The bibliographic record of an item may contain blue underlined tags.  

 



Resource Sharing Alliance 

Page 8 

 

Selecting a tag will return results of other items with the same tag. In this example, there 
are 15 records that contain the “Weather – Folklore” tag. 

 

Periodical Search 

Enter the title of the periodical to search only periodical records. Popular magazines have 
one record for all issues in a calendar year. Highlight the barcode of the month/year of the 
issue you need when selecting an item to place a hold. 
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Browse Search 

The Browse search option produces a list in the alphabetic vicinity of the term you typed. 
This allows you to scroll through a list. Headings linked to a single bibliographic record 
display the number one at the end of the line. If a larger number is displayed, it indicates 
the number of times the heading occurs in the database. You can display a sub-list for 
headings linked to more than one record in the view pane by highlighting the record in the 
hitlist.  

From the Item Search and Display screen, choose the  Search Helper. 

 

Change the radio button to Browse. 

 

Use the drop-down menu under Index to select the search field. 
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Author: browses last name only. 

Example: PILKEY 

Notice the heading occurrences for each of the author entries. Heading occurrence is for 
each instance of the author, which in this case the same author has several instances of 
the name for different titles. There are titles associated with each author heading. 

 

Call number: browses call numbers only in one library at a time. You may enter a partial 
call number. 

Example: 641.5 
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General: browses only subject indexes. A subject search will suggest related searchable 
subject tags. 

Example: weather 

 

Periodical title: browses only the periodical index. 

Example: PEOPLE 
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Series: Searches items in a series, any format. 

Example: Hunger Games 

 

 

Title Control Number: If you know a Title Control Number, you can browse these. Some 
BCA reports (like Titles of Holds placed Last Week via all sources that your library doesn’t 
own) will give title control numbers which, when searched, can give the exact record of the 
item your patron is requesting. 

Example BCA report: 
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Example: o1420000380 

In this case, change Library field to ALL libraries. 

 

 

Miscellaneous Search Information 

Titles that include Boolean operators 

Common Boolean operators are AND, NOT, OR. Use quotation marks around the 
operator or the complete search term to achieve accurate search results. 

AND – results include records with all the search terms but not records with just one of the 
search terms. 

Example: CATS AND DOGS without quotation marks returns 191 records. 
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Example: “CATS AND DOGS” with quotation marks returns 145 records.

 

NOT – results include records containing the first search term but not the second. 

Example: JUNIE B. JONES IS NOT A CROOK without quotation marks. Results include 108 
records of Junie B. Jones books but not the one being searched. 

 

Example: “JUNIE B. JONES IS NOT A CROOK” with quotation marks. Results include 10 
records of items with the exact title. 
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OR – results include records containing one or all the search terms.  

Example: ONE WAY OR ANOTHER without quotation marks returns 2360 records.

 

“ONE WAY OR ANOTHER” with quotation marks returns 32 records.

 

For a deeper dive... 

Try the context search within WorkFlows Item Search & Display!

 

 

Do you have another WorkFlows search trick? Let us know! 

Questions? Contact the RSA Help Desk at help@rsanfp.org or call RSA at 866-940-4083. 


