



 Books can be checked out for 3 weeks except for restricted 

books that are loaned for 1 week.

 Current Student ID is required.

 Audio books & DVD’s are available (loan time varies).

 All resources are to be returned by their due date. All 
resources must be turned in by the last day of class.

 Materials can be requested by phone, email, or in person. 
(Contact information is found on the Library website)

 Reference books can be used in the Library.

Circulation





Surpass Web Safari

A database containing information on 
all physical resources held in our 
libraries.

No password is needed.

How do we get to Surpass Web Safari?



From any computer with Internet access visit 
the OFTC Homepage – www.oftc.edu

http://www.oftc.edu/




Library Homepage





Surpass Web Safari –
Online Card Catalog

 We now have a centralized 
catalog where you can 
search all OFTC resources 
or you can search what is 
available at a specific 
campus.

 Resources from any of the 
campus libraries are 
available to all students. 

 Resources can be sent to the 
location you choose. 

Non-circulating items (i.e. reference, periodicals, instructional 
resources, etc.) cannot be sent to other locations.

Web Safari is an Online Public Access Catalog or OPAC.



Once in Safari, you can still decide to search 
North, South, or both libraries!

If you hover the cursor 
over the arrow next to 
OFTC South (or North) 
you may select a 
different location.

You can select North or 
South from the drop 
down box as shown on 
the left.



To search ALL OFTC 
libraries once you are 
in either  the North or 
South location – just 
place a check in the 
box next to “Include 
Other Libraries” by 
clicking on it. You will 
now get results from 
North AND South 
Campus!



 This is where you will begin your search for resources in our library.

 This search box is found at the top left of every page in Web Safari.

Web Safari Navigation





Any type of simple search can be done immediately from this 
page by entering a word or phrase to search here. 

 You can enter  words from 
a specific title, author, 
subject, or simply keywords 
– to find items in our 
library!

 When you click on “Go” 
your search will go through 
all searchable information 
in all of the records in the 
catalog and return any 
matches found.





Searching…
If you have a specific title, author, or LC (Library of Congress) 

subject in mind, you can focus your results by selecting a specific 
search from the drop down menu.

 If you select a specific 
search, only certain fields in 
the record will be searched.  

 This narrows your search 
and can eliminate 
extraneous results. 



Choosing your search 

Keyword – Returns the most results – use one or more words-
searches ALL searchable info.

Authors – Use first OR last name the order does not matter

Titles – Ignores a, an, or the, as the first word. You can enter 
any or all of title words when you choose this search. This is 
now a keyword search within the title field.

Subjects – Search for a particular Library of Congress subject 
term from an LC controlled vocabulary. Keep trying 
related/synonymous terms until you get the desired results! 
While keyword simply matches a word, subject relates to 
what something is “about.”



More search options are available…

When you move your cursor over 
“more search options” 

You can select: 
Basic search (Default)
MARC fields (specific parts of a record )
Boolean (Advanced Search)
Barcode (Number assigned)
Call Number (Location of item in library)

Most often, you will use the Basic or Boolean search options.



“Boolean” or Advanced Search

Allows for a more specific search and
is especially useful to narrow or 
broaden a search when too many 
or too few results are returned.

To perform an advanced search, select
“Boolean” from the menu by moving 
the cursor over “more search options” 
and clicking on Boolean .



When you select a Boolean search…

• The Search box is different with different options. 

• A Boolean search is done using the qualifiers “and,” “or,” or “not.” 

• Boolean searching is common wherever you have advanced search options at 
websites, eBooks at EBSCO Host, GALILEO, Web Safari, etc.

AND - Narrows a search, all results must 
contain the 2 or more search terms you have 
selected.

OR - Broadens a search, results can contain 
any one of the search terms you have 
entered.

NOT - Eliminates certain results from your 
search even if it contains your other 
terms.

Keep adding search boxes by selecting and, or, or not. Remove boxes by clicking on



Here are some other search features you may find helpful…

You can see immediately if a 
resource is available or checked 
out.

You can limit your search to 
items that are available, by type 
or year published.



More features… Browse Shelf>>

Browse the shelf from 
your computer screen.

View what is 
available on a certain 
subject or by a 
favorite author!



Bookbags

By clicking on a button, you 
can add to or remove from a 
bookbag through a number of 
searches. This will give you a 
list of resources you may be 
interested in viewing. 

Click on “My Bookbag” in the 
upper right corner of the page. 
You can review your list and 
write down call numbers (book 
“address”)  or print the whole 
list.

A library staff member can provide you 
with your username and password for 
your Surpass Safari account.



Bookbags
Compile your own list from your computer! 

Your selected 
list will be 
presented for 
further review 
where you can 
keep or remove 
items. Call  numbers

Note: you must log in to your account to save items to your bookbag. Bookbags are not 
saved on library computers. 



Searching improves and gets easier with practice!

• The searches we covered are those you will use 
most.

• You can explore other searches.

• For any questions in future searches, contact a 
librarian by phone, email, or in person.



Library Organization -
once you have located  your resources in the catalog…

Classification System
-Uses Letters and Numbers
- See Displayed Instructions for Locating Materials or locate 
instructions in the Library Student Handbook. Handouts can 
also be found at the circulation desk and catalog stations.

See Maps and Signs for Specific Areas, i.e. Reference, 
Periodicals, Youth.

Ask for Assistance in locating materials.


