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This guide to Metalib® is intended to get you started on using 
the Library portal at the University of Bradford. Various other 
guides are also available on how to use Metalib at 
http://www.bradford.ac.uk/library/elecinfo/metalib.php.  
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Guide to Metalib®  

Metalib is an information portal which brings together in one place the Libraryôs 

electronic subject resources. In Metalib it is possible to locate databases, 

journals, websites and other resources by subject area or by an A-Z list. Apart 

from being a one-stop-shop for the Libraryôs online resources, Metalib may also 

be used to search the content in the listed resources, and as a storage place for 

search results and customised resource lists. 

1. HOW TO LOG IN TO METALIB 

Log in at http://www.brad.ac.uk/library/elecinfo/metalib.php. Members of the 

University of Bradford may choose their own department from a drop-down menu 

on the login page to view their own subject area resources once login is 

completed. To log in for full access to the resources on Metalib, you need to type 

in your University of Bradford Computer Centre username and password. These 

are the same details you use to access your University of Bradford e-mail.  

Figure 1 Drop-down menu for choosing the subject area to open after login. 

 

You can also enter Metalib as a Guest User but then your access will be limited 

to free online resources only. To enter as a Guest User, you will need to click on 

the guest access link to the right of the subject drop-down menu. Once in Metalib 

you may wish to use the restricted online resources. Simply click on the ñLoginò 

link in the top toolbar and type in your username and password to complete your 

login process. 

http://www.brad.ac.uk/library/elecinfo/metalib.php
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2. HOW TO LOCATE RESOURCES IN METALIB 

The default start page on Metalib is the Find Resource(s) page. If a specific 

department was chosen at the login stage, the user is taken to a list of a specific 

subject areasô resources. This display includes a list of departments in the left 

hand menu and a shorter list of sub-categories or resource types in the right hand 

menu.  

 The Find Resource(s) page is made up of the University of Bradford Learner 

Support Service banner and beneath this banner you will find the navigation 

toolbar with links to the different Metalib screens. The lower of the two navigation 

toolbars tells the user which section of a particular Metalib screen is displayed. 

Other helpful links are available at the bottom of the Metalib screen. These 

include quick links to the Libraryôs catalogue, Athens information, Subject 

Librarian information and a guide to symbols used in Metalib.  

Figure 2 Find Resource(s) page. 

 

On the ñFind Resource(s)ò page resources can be located by their name, by 

keyword, or by department. A user can choose which approach to take to locating 

specific resources by clicking on one of these three tabs. 

The ñBy Titleò window allows you to click on a letter to browse a list of resources 

where the resource name begins with that letter. It is also possible to type in a 

partial name of a resource and retrieve resources that begin with that word or 

include that word in the heading. 
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The ñBy Keywordò screen allows you to type in words from the resource title to 

locate suitable resources. You can also use the Dept./Programme drop-down 

menu to choose resources for your subject area. The ñAny Wordò box can be 

used to locate resources where a specific word appears either in the title, vendor 

name or the description. The ñTypeò options allow you to specify whether you 

wish to find, for instance, databases, e-journals or websites. Click on ñGoò to 

display resources that match your specifications. 

The ñBy Departmentò tab allows you to highlight a department or programme in 

the left hand side menu, and then select a sub-category from the menu on the 

right. It is necessary to click on ñGoò to display the resources in a given sub-

category. This feature is similar to the one available in the Search screen. 

Figure 3 Resource List showing database and journal links with extra information. 

 

You can also browse all resources via the ñResource Listò tab in the toolbar. This 

Display will not allow cross searching of multiple resources simultaneously. 

Individual resources may be searched via this page by clicking on the   icon 

next to them. The default starting point for the display is at the beginning of the 

alphabet. To jump forward on the list you can enter a letter in the ñStart withò box 

and click on the  icon. There are also the ñPreviousò and ñNextò links to move 

backward and forward on the list. 
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2. THE SEARCH PAGE 

Metalib may be used to search the content of databases and other resources, 

and to display the search results on screen. Click on the ñSearchò tab in the top 

toolbar to go to the Search page.  

The Search page includes a drop-down menu on the left with options to view 

subject resources under Dept./Programme, Reference Information, and the ñMy 

Resourcesò area. The drop-down menu provides a list of departments or 

programmes for you to choose from to find resources in a particular subject area. 

A selection of subject specific resources may be viewed by clicking on one of the 

subject headings from the drop-down menu.  

Figure 4 Example of a Search page. 

 

The Search screen also allows users to cross-search the content of up to 10 

resources simultaneously. Each cross-searchable resource displayed in the 

middle of the screen will have an empty box to its left. By ticking these boxes you 

select resources to be included in your search. Once database selections have 

been made, the search terms are entered into the search box displayed above 

the resource list. There is a choice between a ñSimpleò and ñAdvancedò search. 

By clicking on ñGoò you will next display the search results in a new window. 

The Search screen will also specify the types of the resources listed. Examples of 

these are ñDatabaseò, ñE-journalò, ñSubject Gatewayò and so forth. More 

information on each resource is available by clicking the  icon. You can create 

your own resource lists by clicking on the  icons. This and other services 

offered in ñMy Metalibò are introduced further down in another section of this 

guide. 
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Some resources will be displayed with special symbols when there is a need for a 

an Athens or any other type of username and password. Symbols are also used 

to notify users when a resource is only available on campus, or if a resource 

offers full-text access.  

 

4. HOW TO SEARCH RESOURCES IN METALIB 

Not all resources in Metalib are cross-searchable. Resources that are not 

available for cross-searching can be accessed by clicking on their title. This will 

take you to the native interface where you can conduct your searches.   

When selecting a resource for cross-searching the box to the left of it must be 

ticked. The search terms are typed into the search box above the resource list. 

ñSimpleò search is the default setting for Metalib.  

Figure 5 An example how to select databases for cross-searching. 

 

An ñAdvancedò Metalib search option is also available and provides two empty 

boxes for your search terms or phrases. The search box has a drop-down menu 

for you to define which field you want to conduct your search in. The options are: 

ñAll Fieldsò, ñDept./Programmeò, ñTitleò, ñAuthorò, ñISSNò, ñISBNò and ñYearò. In 

the ñAdvancedò search page the second search box is optional. However, you 

can create a combination search by entering search terms in both boxes. Then 

you simply combine the two boxes by selecting one of the Boolean operators 

ñANDò, ñORò, or ñNOTò from the drop-down menu on the right. 

Search tips 

¶ Using ñANDò means that all search terms or phrases you enter must appear in 

the results. Example: nuclear AND physics. 
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¶ Using ñORò means that either search term or phrase you enter will appear in 

the results. Example: Britain OR England. 

¶ Using ñNOTò means that the first search term or phrase you enter will appear 

but not the second. Example: politics NOT England. 

Figure 6 Example of the Advanced Search page. 

 

¶ Do not put terms or phrases in quotation marks, and avoid punctuation. 

¶ Avoid using words such as ñaò, ñanò, ñtheò in your search.  

¶ The more search terms you use, the more specific your search is, and the 

fewer results you will get. 

¶ To broaden your search results, use synonyms or truncate words with a 

question mark. Example: myocardial infarction OR heart attack. Example: 

psychol? (this search would look for psychology, psychological, psychologist, 

etc.). 

¶ The standard format for authorsô names is Last, First. Due to variations of the 

standard, it may be best to try variations on the name, or to truncate it, as 

Johnson, M? 

¶ It is difficult to predict whether the resources list their subjects as ñmaps, 

ancientò or ñancient, mapsò. For maximum results, search maps AND ancient. 

¶ Refer to the ñsearch tipsò provided for most resources in the information 

screen. Press the  icon to the right of the resource. 

After submitting a search, the search status, per resource, appears on a screen 

that refreshes its display every few seconds. During this time, the terms 

ñsearchingò or ñfetchingò will appear. You may also see a message reporting a 

problem with a particular database. Simply try that database again later.  
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Figure 7 An example of the search status window 

 

5. HOW TO DISPLAY AND SAVE RESULTS 

A single list of results displays once the searches have all completed. The list is a 

combination of the latest journal articles and other material found in the search. 

You may have retrieved 500 hits in your search but only a number of these will be 

displayed. To display more, click on the ñCombine moreò link. New results added 

to your hit list will display a ñnewò tag. 

Figure 8 Example of a search results page with the "Combine more" link. 

 

 To view results from any one database individually, you need to click on the 

ñResults by Resourcesò link above the hit list and then the ñViewò link next to the 

database.  

A ñRefineò tab is also available in the toolbar for modifying the search if you are 

not happy with the results. The ñRefineò window offers another search box to 

enter a search term or phrase in, and the option to combine this with your 

previous search terms using one of the Boolean operators ñANDò, ñNOTò, or  

ñORò. See above for the definitions for the Boolean operators used in Metalib. 
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The results display defaults to ñTable Viewò. The alternatives are ñBrief Viewò and 

ñFull Viewò. All three options provide the basic information about each citation, 

including author, title and publication year. ñBrief Viewò also provides source 

details.  

ñFull Viewò is the most complete record of a result in Metalib. It provides further 

details on additional authors, subject terms and the publisher.  

The ñFull Viewò screen also displays five icons for you along with each individual 

citation. The  icon provides information on full-text availability. The  icon 

allows the citation to be moved to ñMy Metalibò, the  icon lets you save the 

citation; and you can email the citation to yourself via the  icon, and view the 

original record format via the icon. 

Clustered search results 

Metalib also offers your search results in topic, publication year, author and 

journal title clusters. For instance, if you ran a search for a topic where a 

particular author has published a number of articles, these would be clustered 

together for you to see. All the available clustered are displayed alongside your 

hit list on the right of the Metalib screen. Click on any cluster heading to view 

these results on the screen. Remember, the clustered results are subsets of the 

main hit list and not extra search results. It is worth noting that if your hit list does 

not include at least two entries for a topic, author, publication year or journal title 

then this cluster will not display. 

Figure 9 Example of search clustering. 

 

 

Storing search results in My Metalib 

To save any search results click  on the  icon. Once you click on this icon the 

citation is saved in your ñMy Search Resultsò. To view  these saved citations, 
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select the ñMy Metalibò tab from the toolbar and then ñMy Search Resultsò. To 

remove a citation from your ñBasketò, simply click on the  icon. If you wish to 

remove all citations in your basket, click on the  icon. This will remove all 

content from the ñBasketò. 

Figure 10 Example of search results in the "My Search Results" window. 

 

Once in ñMy Metalibò it is possible to save citations into folders. The default folder 

for all citations is ñBasketò. You can create your own folders for different topics. 

To create a new folder, choose the ñAdvancedò option in the ñMy Search Resultsò 

window.  

Figure 11 Example of the advanced features for storing search results. 

 

The ñMy Search Resultsò window has two parts to it. The left hand side is a set of 

folders created by you. When you first begin using Metalib, you should only see a 

ñTemporary Folder (0)ò displayed. The right hand side is the ñBasketò folder. This 

folder contains all the citations you have just saved.  

Create a folder by clicking on the  icon on the left. Give your folder a name and 

click on ñExport/Saveò. This folder is now open on the left hand side but still has 

no citations in it. To copy citations from the ñBasketò to your new folder, tick the 
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box next to each citation you wish to copy and then click on the  icon. This will 

copy all the selected citations into the new folder. It is possible at this point to 

empty the ñBasketò by clicking on the  icon. Citations can also be moved back 

to the ñBasketò with the  icon. Citations may be deleted from either side with the  

 icon.  

The ñMy Search Resultsò screen also offers the ñEmail/Export/Saveò option. This 

feature is used when you have conducted a search, and selected a few results to 

keep by ticking the boxes next to them. Following this link a new dialog box 

appears, displaying the selected results. You can now choose between Exporting 

the citations into EndNote, Saving them to your PC or floppy, or Emailing the 

results to yourself. 

6. CREATING LISTS OF YOUR OWN RESOURCES IN THE ñMY 
RESOURCESò SECTION 

Metalib allows you to set up lists of your own selected databases by using the 

ñMy Resourcesò function. Once you have logged into Metalib you can pick 

resources from different subject areas by clicking the  icon to the right of the 

resource name. If you have already selected a resource for your own list, a  

icon will display next in Metalib. All selections are moved into your ñMy Metalibò 

area. Once you have made your selections, click on the ñMy Metalibò tab in the 

top toolbar. The default page is ñMy Search Resultsò so you need to choose ñMy 

Resourcesò from the lower of the two toolbars.  

Figure 12 An example of the edit screen in "My Resources" 

 

Once you have picked your resources they will display on the ñMy Resourcesò 

page. This page has two parts to it. On the right hand side, you can see the 

Clipboard. This window simply lists the resources you have just selected. The left 

hand window displays the list of all the folders you have created to contain your 

own resources. When you start using Metalib for the first time, the left hand 

window will only have one folder in it. This folder is called ñTemporary Setò and is 
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empty. You may move resources from the Clipboard into the ñTemporary Setò or 

you may create one or more new folders according to your needs.  

To move individual resources from Clipboard into an existing folder like the 

ñTemporary Setò, you need to make sure the name of the folder is displayed in 

the drop-down menu box in the left hand window. Then click on the  icons to 

the right of the resources you wish to move into the folder of your choice. Each 

resource you move will then display in the left hand menu as well. 

Click on the  icon on the Clipboard side to save your selected resources in a 

brand new folder in a single action. A new ñSave Asò dialog box will appear, 

requesting you to type in the name of the new folder. Once you have named the 

folder, click on ñEmail/Export/Saveò. Using this functionality moves all resources 

on your clipboard into the new folder. You should then see them displayed on the 

left hand side window, and the drop-down menu should show the name of the 

folder you just created. The left hand side window also carries the  icon. Using 

this function in the left hand window will move the content of an existing folder 

into a new folder, which you again have to give a name and save in the ñSave Asò 

dialog box. 

The ñMy Resourcesò page allows you to manipulate the existing folder names and 

contents. The  icon will delete the content displayed on the Clipboard. On the 

left hand side the same icon will remove the content from he folder you are 

displaying. Individual resources may be removed from either window by using 

the  icon next to the resource title. 

In order to move an individual resource back to Clipboard from a folder, simply 

click on the  icon next to the resource heading when it is displayed in the left 

hand window.  

The  icon allows you to rename an existing folder. Simply select a folder you 

wish to rename from the drop-down menu on the left hand side and click on the 

 icon. Delete the old name in the ñNameò box, type in the new name, and click 

on ñRenameò.  

The  icon lets you create a new folder which you can allocate resources to. 

Click on the  icon, type in the folder name in ñSet nameò box, and click on 

ñEmail/Export/Saveò. Now the folder is ready for resource allocation. 
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Figure 13 An example of the "My Resources" folder on the Search page 

 

If you have not set up a single resource list yet in Metalib, the Search window 

defaults to Dept./Programme display. Figure 12. shows a Search window with the 

ñMy Resourcesò heading displayed in the drop-down menu on the left. The 

ñTemporary Setò folder has been highlighted to show the resources in that folder. 

Remember, you need to log in to Metalib to use your ñMy Metalibò and ñMy 

Resourcesò. A mere Guest User login will not allow you these functionalities. 

7. HOW TO CREATE A LIST OF YOUR FAVOURITE E-
JOURNALS  

Metalib allows you to pick your favourite online journals from the University of 

Bradford e-journal subscriptions. This way you can locate and access your 

selected titles quickly from Metalib. 

To view the list of available online journals you need to click on the ñFind e-

journalsò tab in the top toolbar. Locating particular journals is easy by either 

typing in the name of the journal or by clicking on one of the alphabets. The first 

option allows you to locate a specific journal, and the second option lets you 

browse for suitable titles if you are not sure of the name of a journal. 

Picking online journals from this list is simple. Just click on the  symbol next to 

the journal title. In order to view the titles you have selected, close the ñFind e-

journalsò window and then click on the ñMy Metalibò tab in the top toolbar. Select 

the  ñMy e-Journalsò from the lower toolbar. Your favourites display on a single 

list. To display more information about any journal on your list click on the   

button. Click on the journal title itself to link to the journalôs homepage. Titles can 
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be deleted from this list by using the  symbol. This will remove all titles in your 

list. To remove individual titles, use the  icons.   

Figure 14 An example of the "My e-Journals" page. 

 

8. HOW TO SET UP ALERTS 

Alerts can be set up once you have run a search within Metalib. The search you 

ran displays in the ñPrevious Searchesò window under the ñSearchò tab. Searches 

remain in this window during the current session only. Creating an alert which 

regularly runs a search on your behalf in a selected resource set allows you to 

get automatic email updates on latest additions to these resources.  

The first step is to display the ñPrevious Searchesò window  in order to select the 

search you wish to set up the Alert for. Click the  icon next to the search query 

to copy it to ñHistoryò under ñMy Metalibò. 

Figure 15 Example of the History page. 

 

Once you open ñHistoryò you should see the search query displayed. You now 

have the option to create an Alert by clicking on the  icon. Fill in the appropriate 

fields in the ñAdd Alertsò dialog box. The main fields include a heading for the 

alert, your email address, a radio button for email alerting, selection of resources 

and the frequency with which you wish the alert to run. You should next see a 

brief message to say the alert request has been accepted. The ñHistoryò window 

now displays the search query with alert details. The alert may be removed or 

amended at any time using one of the two icons,  or . By clicking on the 

query heading you can run the search but choose a new set of resources.  
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Figure 16 Example of the Alert setup page. 

 

9. HOW TO CHANGE DISPLAY PREFERENCES 

Some of the Metalib features can be customised. For instance, you can change 

the type of display for your resource list, e-journal list and search results list. You 

can also change the number of results displayed on a single page. The 

Preferences set up window is available once you have logged in under ñMy 

Metalibò. To alter the default settings, you simply click on the menu arrow next to 

the feature you wish to change. From the drop down menu you can then highlight 

the format you wish to set up as the new default. The only language available is 

English. ñTable Viewò and ñBrief Viewò are the only options for resource list and e-

journal list displays. Search results may also be set to display in ñFull Viewò. 

Results can be displayed 10, 20 or 30 per page. Once selections have been 

made, you need to click on ñApplyò.  

Figure 17 An example of the Preferences dialog box. 

 


