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Information Library is a database written using Microsoft Access. It 

requires Access on your computer for you to use the database. 

The database can be installed on a local area network and data can be 

input by more than one person at a time. 
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Features The information library is designed to let you store, categorise and then 

find by category: 

 Books 

 Magazine and journal articles 

 News and information items 

 

You can print a “literature search” of the selected items. 

 

You can also store information about: 

 Organisations 

 Useful websites 

 Publishers 
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Books 

 

 

 

This is intended for you to catalogue books, or a specific chapter within a 

book. 

The Find Book/Chapter box at the top is for finding a book by title: type 

the start of the name and, if necessary, click the arrow button to find the 

book. 

The Add Book and Delete Book buttons at the foot of the screen allow you 

to do just what they say: clicking Add Book takes you to a blank form to 

input the book details. 

The Find button (with a binocular symbol) is a text search facility. 

The Close button (with an open door symbol) returns you to the main 

menu. 

Adding a new book 

Before adding a new book, ensure that the publisher has previously been 

input into the Publishers section – see Lists and Resources on page 7. 

Tick Chapter if you are cataloguing a chapter rather than a book; tick Et al 

if there are many authors and you don’t wish to name them all; tick Edited 

if the author name is the editor of a compilation; tick Available if the book 

is available in your library. 

On the Search tab, select one or more classification codes. Set the main 

code to number 1, the secondary code (or codes) to 2, etc. 

Similarly list Authors (in the format Surname, Initials) and Keywords to 

further categorise the book, on the respective tabs. 
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Articles 

 

 

This is intended for you to catalogue useful magazine or journal articles 

and is very similar to the Books section described on the previous page. 

Before adding a new article, ensure that the publication has previously 

been input into the Journals section – see Lists and Resources on page 7. 
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News 

 

 

This is intended for you to catalogue useful news items or miscellaneous 

information and is very similar to the Books and Articles sections described 

on the previous pages. 

There is provision for classification codes. 

 



6 | P a g e  
 

Searches 

 

 

The Books, Articles and News searches each work in a very similar way.  

The Clear Search and Start Again button clears the previous search results. 

Buttons allow you to search by the classification code, author or keyword. 

Each time you use one of those buttons you are adding to the existing 

search allowing you to, for instance, select more than one classification 

code. 

The View button allows you to view details of the information item. 

Buttons at the foot of the screen allow you to apply filters to narrow down 

the selection. 

The Remove Dups button removes duplicate items from the search. 

The Report button produces a listing of the search results. You will be 

prompted to give your report a name to identify the contents. 
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Lists and Resources 

 

 

Journals allows you to maintain a list of the magazines and journals from 

which articles have been catalogued, and populates a “drop-down list” you 

can select from when inputting an article. 

Publishers allows for contact information about book and journal 

publishers, and populates a “drop-down list” you can select from when 

inputting a book. 

Organisations provides for a database of useful organisations. 

Internet provides for a database of useful websites, with hyperlink access 

to them. 

Classification Codes allows you to maintain your coding structure to 

classify books, articles and news for searching purposes. 


