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GUIDE TO SEARCH INFORMATION RESOURCES IN THE LIBRAR Y 

 

In order to search inside the printed or electronic information resources, first of all one needs to define basic concepts and key 
words concerning the subject. 

It is possible to search for an author name or book name and also other information sources available at the library on specific 
subject. For that go to: http://library.ieu.edu.tr/yordam.htm . You can examine any information source that has been recorded 
in the catalogue and the bibliographical information of the recorded sources through this address. If you find a useful source, 
you can find it on the shelf with the “categorization/place” number (for example PL 248.T87 B44 2007 k.1) given in the 
catalogue.  

Sample Scanning Screen 
 
When you click on the information source you chose, you will find all information on it in a screen like the one below: 
 

Place no  

 Borrowed or 
not 

Place no 
Print 
info of 
the book 
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It is essential to check “Status” and “Categorization” number that can be found on the screen that shows up in finding the 
information source you need. 

Categorization: It is a unique code which signifies the exact place of the specific information source among others. It can be 
described as the address of the information source.  

Status: It includes information showing whether the information source is available for borrowing or not. (For example; is it on a 
reader? When will it be returned? Is it lost? Is it being registered? and so on.)  

If it is written “Return Date”  on the “Status” info, it means that the source is on a reader. If you want to borrow the source when it 
is returned then you can reserve  it. To reserve a source, click on the Login button on the top left corner of the scanning screen 
and write down your student number and library password (if it is your first time your password will be 1) on the spaces that 
appear. Thus you can logon and do the transaction. After doing this transaction, you will receive an e-mail by the Library, 
informing you that the source is returned. This e-mail will read that the source is reserved for you and you should pick it up in 
three days. Thus you will be provided with the privilege to borrow this source among the others within three days. Otherwise, the 
source will be sent to its shelf. 

 

How to find a source on the shelf? 

It is very easy to find an information source on the shelf thanks to the “Categorization” number that can be found after a scan. A 
“Categorization” number is essential in finding on exactly which shelf the source is and on exactly which line it is. Through the 
letters and number of the “Categorization” number, one can easily find where the source is on shelves. 

Sources (books, DVDs, CDs etc.) are located due to their subjects just after being recorded in the catalogue. In classifying 
according to subjects, LC system is used. LC means Library of Congress Classification. LC System basically based on letters 
which signify subjects. For example, D, H, K and P stand for history, social sciences, law and languages and literatures; 
respectively. These letters are classification signs. Thus, sources on the same subjects are on the same shelves and one can 
easily find all the sources on one specific subject and examine them all thanks to open shelf system. Letters and numbers given 
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on the information source determine the subject of the source and its location on the shelves. The “categorization” number 
which shows up as a result of catalogue scan is also stuck on the information source.   

The sample books below symbolize books put on the shelf according to LC categorization system. As one can see on the 
sample, each book is placed alphabetically from left to right on the shelf.  

 

On the sample below, this time books starting with the letter H are listed alphabetically. You can see that the letters HA comes 
before the letters HD and the letters HD comes before the letters HL.  

 

On the other sample below, one can see that the books classified under HA category comes only after the books classified with 
the letter H. The books labeled with the letters HA are listed in an ascending sort according to the number comes after the 
letters. The letter that comes after the numbers are separated with a full stop.  

 

If the numbers that come after the letter are also same with each other, the letters that come after full stop are listed 
alphabetically whereas the numbers are listed according to their digit value. (In the sample above, all the books are categorized 
with the letter A and the number 24.)  

In this system, the digit value of the number that comes after the letter is important rather than its numerical value, thus, the digit 
value should be taken into consideration. As one can see in the example, books are put in order on the shelf as follows: the 
book with the place number ".A6"  comes first and the place number ".A7" comes last. The books with the number A65 and 
A652 come before A7 due to their digit value. In the place number, the numbers that come after "."  and the "letter"  are listed 
according to their digit value. This is why ".A65" and ".A652" comes before ".A7" in the sample. 

 

In a different example seen below, the full stop is of high importance for the part that comes after “HC 501”. If the first letter and 
the numbers are the same and there are numbers with or without full stops coming after them, the one without full stop comes 
before the one without full stop. That is to say “HC 501 K25” comes before “HC 501.A25”. Here the symbol comes after the full 
stop which comes after “HC 501” is important. “HC 501.A25” categorization number is an extension of “HC 501”. However, “HC 
501.3” is a different subject. Thus, the letter extension always comes before the number.  
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SAMPLE APPLICATIONS 

1- How to find a printed book on shelves?  

If we are to examine the book titled “Bigeran” by “Burak Turna”, we can see that its “Categorization” number is “PL248 .T87 B44 
2007 k.1”. This group of letters and numbers consist of categorization number and book number .   

Categorization number ; "PL248” is the categorization number according to the subject of the book. It consists of the letters 
“PL” and the numbers “248” and the letter “PL” consist of the letters P and L which stand for “languages and literature” as a 
general subject and “Far East, Indian, African, Oceania, Turkish Languages and Literatures” as a sub-topic; respectively. 

The number "248" is the unique number which differentiates the book from the others which are categorized under the letter 
“PL.” The numbers “248” stand for “Turkish novels.” 

Book number; ".T87 B44" gives the information on the location of the book. “T” stands for the first letter of author’s surname 
and the number “87” stands for the “U” and “R” letters of author’s surname, which is based on the librarian rules titled “cutter.” 
Moreover, “2007” is the date of publication and “k.1” stands for the copy number of the book. Generally, classification number 
ends with the copy number. 
 
2- How to find a printed magazine on shelves?  
 
Magazines can be found by scanning the online catalogue as it is the case with books. To do that, you can make a search on a 
specific magazine, title of the magazine or the subject of the magazine in the catalogue. Or you can directly go to the section 
where the magazines are found and examine the magazines listed alphabetically. 
 
If you choose “Periodicals” on the “Search Options”, you can see the screen on which all the magazines from A to Z are listed.  
 
Search Screen for the magazines from A to Z availab le in the library.  

3- How to make a search in the databases? 

Our library is a member of various online databases of international publishers and provides access to a collection of academic 
electronic magazines and books. 

As you can see below, you can go to the website of the library and then to “databases” and choose one of the database listed 
and make your search or choose “360 search” common search area above the list and make a general search.  
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As you can see below, one can search for an information source in 360 search common search area either by using basic 
search or by using advanced search. In the basic search, readers can see the box in which they are going to write the keywords 
and below that the alphabetical database list. You can choose either specific databases from that list or all of them. In the 
advanced search, you can make a specialized search by choosing from the choices “subject,” “author,” “name of the publication” 
“keyword” “abstract” and “year” and the conjunctions “and”, “or”, “not”. 
 
Basic Search Screen       Advanced Search Screen  
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You will see all of the results together after your search as in the screen below: 
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You can see all of the results together on the screen likewise you can see the active database link and see the results 
separately. We can see that there is only one result of “Proquest dissertation and Theses-Full Text” database on "total quality 
management" in “360 search” common search area. (See the sample above.) 
 
When you click on the name of the result you will be directed to the database it was published on and see the information and 
the information source. 
 

The search seen in the above given sample can be conducted both in “360 search” common search area and by choosing a 
single database. You can search for the name of the author, title of the essay or name of the subject. Additionally, you can 
search by typing only one word. For example, let’s make a search on full-texts in the EBSCO database with the keywords 
“European Union”, “Turkey” and “Enlargement.” (See the below given sample.)  
 
Within EBSCO database, you can choose an appropriate sub-database or the whole EBSCO database to conduct your search.  
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In the following sample, all provisions are chosen. Then you will see the screen on which you are going to search. Here you can 
choose basic or advanced search module. If you wish to reach full-texts of the information you need, you should click on the full 
text box. 
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After a search you will see the following screen and results concerning the subject you searched for on this screen. By clicking 
on the full text links on the screen, you can reach the information of information sources you wanted.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
How to access to databases outside the campus? 

Members of our university can reach the electronic services both from the library and outside the library. (You should read the 
instructions on the web site of the Library to learn about off-campus access!) People outside our university can reach the 
databases through the library or any computer in our campus or the Library of Izmir Chamber of Commerce ( http://e-
library.izmirekonomi.edu.tr/turkce/vt.htm ). 

By clicking on the “Off-Campus Access” button on the website of the Library, you can read the instructions of off-campus access 
of the databases and apply to IT helpdesk and have the proxy adjustments of your computer done. 
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For more information you can come to the Library or call 488 83 89 or e-mail to library@ieu.edu.tr. 

4- How many information sources can be borrowed for  how much time? 

You can borrow or return the sources by coming to the borrowing counter located at the library through your member/university 
card (for in-house readers university card, for the others library membership card.)  

For more information on the period of time that you can borrow one source, how many times one can extend the borrowing time, 
how much delay fee is paid etc. refer to the table below:  
 

 
Within an Academic Year 
 
Week days                : 08:30 - 22:00 
Saturday       : 10:00 - 16:00 
Sunday                  : Closed 
 

Summer and Semester Holidays 
 

Week days                : 08:30 - 18:00 
Weekend            : Kapalı 
 
GROUND FLOOR OF THE LIBRARY IS OPEN 
FOR 24 HOURS 

Address: 
 
İzmir Ekonomi Üniversitesi Kütüphane Müdürlüğü 
Sakarya Cad. No: 156 Balçova / İZMİR 35330 
 
Phone : (0232) 488 83 87 – 89 
Fax      : (0232) 48 88 404 
E- Mail : library@izmirekonomi.edu.tr 
Web       : http://kutuphane.izmirekonomi.edu.tr  
 

Material Borrowing 
Time 

No of the 
Materials 

Delay Fee (TL) Extension time 

Books, Books with records 21 days 5 1,00 per material each day  2 times 

 Magazines 7 days 3 1,00 per material each day 1 time 

 Multimedia 7 days 2 1,00 per material each day 1 time 


