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Using Choice Reviews Online

NOTE:  Popups must be enabled for email or download options. Please see special instructions below to email reviews.
Emailing Reviews

When you email selected reviews, be sure that popups are enabled and follow these instructions:
1. If you want the reviews included, be sure you are looking at the full-text display and that “Bibliographic Information and Review” is checked in the email screen.

2. Type the email address in the TO box, with a semi-colon between addresses.

3. Delete your email address in the FROM box and type in only your Lancernet username (e.g., kinmanvr). Your email will not be delivered if a Longwood email address is in the FROM box.

4. Type a subject.
5. Add any comments you wish to make, e.g., priority for the items being sent, special considerations, etc.
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Tracking and Saving Reviews

Register for a Profile so that you can:

· Use “My Monthly Reviews” to have a subset created each month to match your selections for any combination of subject area, interdisciplinary category, LC class, keyword in title, readership level, recommendation level, or format.  The reviews will be emailed to you each month, and you can also view the current month’s subset online.
· Save selected reviews to any number of “Lists” (e.g., Priority 1, Priority 2, research, a specific course, etc.).

· Save search strategies to track things like new books from a particular publisher or author, or all your own reviews.  “Saved Search Strategies” are on the Advanced Search option.

You may email selected reviews and/or citations to yourself for further review.  Follow the Email instructions.

Sending Acquisition Requests to Your Liaison

There are several ways you can notify your liaison of items you recommend for purchase by the library.
· Email citations directly from Choice Reviews Online, using either selected items or a saved list. Be sure to following the email instructions.
· Forward an email that is already in your inbox from Choice Reviews Online.

· Download a CSV file, save it for your records, and send a copy as an attachment.  The default filename for a downloaded file is content.csv, which you can rename at the point of saving.  Downloads include fields for the title, subtitles, up to 3 authors, type of binding, publisher, ISBN and price.  Reviews are not included in downloads.
Searching and Viewing Reviews

Following are some tips for searching and viewing reviews.  See the FAQ and User Guide at Choice Reviews Online for more detailed instructions.
· Browse the last 4 months of issues from links on the site.  For earlier reviews, you have to search.

· Search by title keyword, author, publisher, or ISBN in Quick or Advanced Search.

· Search by reviewer name, reviewer affiliation, LC class, LC subject keyword, readership level, recommendation level, copyright year, format, or interdisciplinary category from the Advanced Search.
· Keywords automatically stem on the right, so “web” will pick up “Webster” and other words beginning with web.

· Use quotation marks for phrase searching.

· Click an ISBN link to open “Find in a Library” in Open WorldCat in a new window.  After you enter Farmville’s zip code once in Open WorldCat, the display will default to show whether Longwood has the title.

· When you click a title to see the full review, the URL is a persistent URL that can be copied for access anywhere on campus.  It will not work off-campus.

· You have to search by LC subject keyword to see LC subject headings in the review.  From the review, you can only search a single part of a heading.
· If a review cites an earlier Choice review, search by Review Number in the Quick Search. There are plans to link directly to previous reviews in the future.

· The default sort order for search results is Publication Year (descending) and then Title (Ascending). You can change the primary and secondary sort from the results page.

· You may not post reviews on a web site or distribute them outside of the Longwood community.
