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INTRODUCTION 

 

The MSU Library provides access to a wide range of information resources that support high-

quality research, teaching, and learning across the Midlands State University community. 

These include electronic resources such as e-journals, e-books, and online materials, which 

complement the library’s traditional collection of printed books and journals. 

 

THE OPAC (Online Public Access Catalogue) 

 

The OPAC, also called the e-Catalogue, is your key to all materials in the library. It shows 

you the different types of resources available, e.g., printed books, periodicals, e-books, and e-

journals. The OPAC is always online, which means that when you search, you are 

communicating with a live computer. It uses a web browser for all its functions. There are 

dedicated computers in the library for OPAC use only, although you can also access the 

OPAC on any computer, laptop, or handheld device with internet access, on and off campus. 

 

The OPAC provides the following information: 

 

• Author(s) name 

• Title of the document 

• Subjects covered in the document 

• The location of the document using the call number (for retrieval purposes) 

• Publisher, place of publication, and date of publication 

• The extent of the document, such as pagination, book size, duration of a film, etc 

• The status of the document, i.e. whether it is available or is on loan 

• You can also use the Online Public Access Catalogue to view your account. To view your 

account details, enter your e-learning credentials (username and password). 

 

In your account, you can: 

 

• View your current transactions 

• Your transaction history 

• Create custom lists to save your results. The results are stored in the account lists for up to 

30 days. 



3 

 

SEARCHING FOR PRINTED BOOKS  

Follow these steps to access and search the OPAC: 

1. Open your browser and go to www.msu.ac.zw to open the main MSU website 

2. On the MSU website, click on the “Libraries” tab at the top of the page 

3. Once you are on the Library's web page, click on the “e-Catalogue” link, and the 

OPAC         page will load as shown in the figure below. 

 

 

 

OPAC search interface 
 

4. In the search form shown above, search for a printed book, e.g. “civil engineering” 

5. Click on the “Search” button, and the OPAC will then search for books matching your 

search terms. 

6. Results will be displayed in the format shown on the next page. 

 

 

 

Search box 

Account Login 

Search options 

http://www.msu.ac.zw/
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Search results 
 

The OPAC will display your results as shown above. In some results, you can see the actual 

book covers as they would appear in their physical form. This is because the OPAC 

communicates with international organisations that digitise books online, e.g., Google Books. 

You will be able to read book reviews and the table of contents of some books. 

 

7. Now click on the title of a book, e.g. result number 2 

8. This will give us a lot of information, such as the author’s name, publication details, 

subjects, etc. 

 

Search results 

Book covers 
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Detailed book information page 

On the detailed information page, you get more information, such as: 

1. Location of book 

2. Number of copies per title 

3. The call number 

4. Subjects covered in the book 

5. Publication details such as publisher, place of publication, and dates of publication 

6. And a lot of other useful information 

 

You can also save your search results for later usage using the “Lists” button. You need to be 

logged on to do this. 

 

ACCESSING E-BOOK COLLECTIONS 

 

E-books are electronic versions of hard-copy books. This means they can be read online or 

stored on a CD. Most e-books are converted to PDF, so you need an Acrobat reader installed 

on your computer or laptop. You can also use other PDF readers, such as Foxit and PDF 

Complete. Other e-books can be read straight from the computer in plain HTML text.  

 

 

 

 

Availability 

Call number 

Location 

Book copies 
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To access e-books, follow the steps below: 

 

HOW TO ACCESS E-BOOK COLLECTIONS THROUGH THE MSU LIBRARY 

WEBSITE 

1. Go to www.msu.ac.zw 

2. On the main MSU website, click on the “Libraries” link 

 

 

Main MSU Website 

 

3. You are taken to the MSU Library webpage  

4. On the MSU webpage, hover your mouse over the “Electronic Resources” link, and a 

dropdown menu featuring links to various e-resources will appear. 

 

Click on the Libraries link 
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5. Select the “E-Books” link to navigate to a page that displays all available e-Books. 

6. All e-Book collections are arranged alphabetically, and you can use the A-Z index to 

navigate to an e-Book collection of your choice, e.g. “Access Engineering”. 

 

E-Books Page 
 

7. Select an e-Book of your choice by clicking on its name. You will be presented with a 

page requesting your MSU email address. 

Click on Electronic Resources link 

E-Book Collections 
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Login page for MSU e-mail 
 

8. Input your MSU email address and password, which will lead you to the e-Book 

collection, allowing you to search and download. 

 

 

ProQuest E-Book Central Search page 

 

 

 

 

 

Enter your MSU email address here 
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7.1.3 HOW TO SEARCH ACCESS ENGINEERING e-BOOKS 

AccessEngineering is a world-class online engineering reference and teaching 

platform developed by McGraw-Hill. It is designed to provide professionals, 

academics, and students with high-level technical content and specialised decision-

support tools. 

 

To access Access Engineering, follow these steps: 

1. Go to www.msu.ac.zw 

2. On the main MSU website, click on the “Libraries” link 

3. You are taken to the MSU Library webpage  

4. On the MSU webpage, hover your mouse over the “Electronic Resources” link, and a 

dropdown menu featuring links to various e-resources will appear. 

5. Select the “E-Books” link to navigate to a page that displays all available e-Books. 

6. All e-Book collections are arranged alphabetically, and you can use the A-Z index to 

navigate to an e-Book collection of your choice, e.g. Access Engineering by clicking 

on the letter "A". 

7. Select Access Engineering by clicking on its name. You will be presented with a page 

requesting your MSU email address. 

8. Input your MSU email address and password, which will lead you to the e-Book 

collection, allowing you to search and download.  The Access Engineering search 

page will now load. It resembles the page below. 

 

Access Engineering 

Search box 
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i. Type your keywords in the search box, e.g. “built environment”, and 

click the “Search” button. You will get results as shown in the picture 

below. 

 

Search Results 

ii. On a result of your choice, click the “Table of Contents” items; a table of 

contents menu will now pop up, and you can directly jump from chapter to 

chapter. 

 

 

 

Table of Contents 

Results 

Contents 
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Access Engineering has many features that aid in research and navigation. These include: 

• A facility to individually register with your username and password 

• A feature to create personalised bookshelves 

• A feature to find similar books from your search results 

• Ability to download book chapters onto mobile devices such as smartphones, iPads, 

or tablets 

• Ability to download different types of citations 

As with any database, the features of Access Engineering cannot be exhausted in this guide. 

Therefore, you need to pay regular visits to the database to learn more about them. 

 

HOW TO SEARCH PROQUEST E-BOOK CENTRAL 

 

Follow Steps 1–8 above, and you will be taken to the following screen. 

 

 

ProQuest E-Book Central 

 

i. Enter your search terms in the search box, e.g. “built environment”, and 

click the search button. Your results will be displayed as shown on the next 

page. 

 

 

 

 

 

Search box 
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Search results  

ii. Click on the title of your choice. This will take you to the table of contents 

as shown below: 

 

Table of contents 

iii) Click on a table of contents to get the full chapter as shown below: 

 

Full chapter from ProQuest E-Book Central 

Search results 
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HOW TO SEARCH SAFARI O’REILLY 

1. Follow steps 1-8 above to get to the page below.  

 

 

Safari O'Reilly Homepage 

2. Enter your search terms in the search box, e.g. “real estate management” and click the 

“Search button”. You will be taken to the screen below. 

 

 

Search results 

3. Click on a title of your choice to get the table of contents 



14 

 

 

 

4. Click on a chapter link to get full chapter content as shown below: 

 

 

Full chapter from Safari O'Reilly 
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HOW TO ACCESS E-JOURNAL COLLECTIONS 

The Library also subscribes to many e-journal databases for research, teaching, and learning 

purposes for students and staff. All databases are available both on campus and off campus.  

1. Go to www.msu.ac.zw 

2. On the main MSU website, click on the “Libraries” link 

 

Main MSU Website 

3. You are taken to the MSU Library webpage  

4. On the MSU webpage, hover your mouse over the “Electronic Resources” link, and a 

dropdown menu featuring links to various e-resources will appear. 

 

 

Click on the Libraries link 

Click on Electronic Resources link 
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5. Select the “E-Journals” link to navigate to a page that displays all available e-

Journals. 

6. All e-Journal collections are arranged alphabetically, and you can use the A-Z index to 

navigate to an e-Journal collection of your choice, e.g. ProQuest Central. 

  

E-Journals Page 

 

7. Select an e-Journal of your choice by clicking on its name. You will be presented with 

a page requesting your MSU email address. 

 

Login page for MSU e-mail 

E-Journal Collections 

Enter your MSU email address here 
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8. Input your MSU email address and password, which will lead you to the e-Journal 

collection, allowing you to search and download. 

 

ProQuest Central Search page 

HOW TO ACCESS TAYLOR AND FRANCIS JOURNALS 

To Access Taylor and Francis Online, Follow These Steps: 

1. Go to www.msu.ac.zw 

2. On the main MSU website, click on the “Libraries” link 

3. You are taken to the MSU Library webpage  

4. On the MSU webpage, hover your mouse over the “Electronic Resources” link, and a 

dropdown menu featuring links to various e-resources will appear. 

5. Select the “E-Journals” link to navigate to a page that displays all available e-

Journals. 

6. All e-Journal collections are arranged alphabetically, and you can use the A-Z index 

to navigate to an e-Journal collection of your choice, e.g. Taylor and Francis, by 

clicking on the letter "T". 

7. Select an e-Journal of your choice by clicking on its name. You will be presented with 

a page requesting your MSU email address. 

8. Input your MSU email address and password, which will lead you to the e-Journal 

collection, allowing you to search and download. 
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Taylor and Francis Search Page 

1. In the Search box, enter your preferred keywords, e.g. “civil engineering and 

environmental systems”, and click the search button. Your results will appear as 

shown below. 

 

Search results from Taylor and Francis 

Search box 
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2. To open a full-text document, click the “Full Text” link. This will prompt you to view 

the article in the browser or download a full-text PDF file. 

ACCESSING PROQUEST CENTRAL 

1. Follow steps 1 – 8 above – You will be taken to the ProQuest Central homepage as shown 

below. 

 

 

ProQuest Central Homepage 

1. In the search box, type in your search terms, e.g. “real estate management taxation”, 

and click the search button. 

2. Your results will be displayed below with your search terms highlighted. 

3. You can open a PDF or an HTML full-text. 

 

Search Results from Proquest Central 

Subject Collections 
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HOW TO ACCESS SPRINGER NATURE LINK 

1. Follow steps 1 – 8 above – You will be taken to the Springer Nature Link homepage as 

shown below. 

 

Springer Nature Link Home Page 

2. Enter your desired search terms in the search box, e.g. “rural and urban planning”, and hit 

the “Enter” key. You will be taken to a page listing result as shown below: 

 

Search results from Springer Nature Link 

3. Click on a result of your choice to either download a full-text PDF or read online. 
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HOW TO ACCESS IEEE EXPLORE 

1. Follow steps 1 – 8 above – You will be taken to the IEEE homepage as shown below. 

 

IEEE Explore Home Page 

2. Enter your search terms in the search box, e.g. “civil engineering”, hit the “Enter button, 

and you will get results as shown below: 

 

Search results from IEEE Explore 

3. Click on the PDF icon to download the full text or the HTML link to read online.  
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ACCESSING THE MSU INSTITUTIONAL REPOSITORY (IR) 

The MSU Institutional Repository (IR) is a digital repository of academic works produced by 

the MSU community. It contains collections of Research papers, Conference papers, 

Dissertations, Speeches, Books, and Book Chapters. Apart from being a digital archive of 

MSU research outputs, the platform also serves as a metrics-tracking tool for researchers to 

check their research impact. The metrics include the number of downloads, the number of 

page views, and the geographical locations from where their articles were viewed or 

downloaded. The MSU Institutional Repository  

 

HOW TO ACCESS THE MSUIR 

To access the MSU IR, follow the following steps: 

1. Log in to www.msu.ac.zw ; 

2. On the MSU home page, click on the “Libraries” link  

3. On the Library home page, click on the “Institutional Repository” as shown below. 

 

 

 

 

 

Select Institutional Repository 

http://www.msu.ac.zw/
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4. You will be taken to the screen shown below 

 

MSU Institutional Repository Homepage 

5. Enter your search terms inside the search box, e.g. “property law”, and click on the 

“Search” button. 

6. You will be taken to the screen shown below 

 

Search Results from MSU Institutional Repository 
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Click on an article title to get to the following page. 

 

 

 

Click on the PDF link to open the full text. 

 

7. Click on the PDF link to open the full text of the article. 

The MSU IR is organised into communities; these communities correspond directly to MSU 

faculties. Each Faculty is further divided into departments, and under each department, we 

get staff publications and student dissertations. Under staff publications, we get Conference 

Papers and Research Papers. 

In a nutshell, the structure of the MSU IR is represented by the tree below. You can also use 

the tree to browse through collections. 

 

 

 

 

 

 

 

 

Article metrics 

Article abstract 

Link to full text 
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SEARCHING FOR PAST EXAMINATION PAPERS 

 

Past examination papers are a valuable resource for preparing for examinations. They help 

you stay focused on important topics and assist you in preparing for real examination-style 

questions. Here is how you can access past examination papers through the MSU Library 

web page. 

1. Go to www.msu.ac.zw 

2. Click on the "Libraries" link. 

3. On the Library webpage, click on "Electronic Resources" and then select "Past Exam 

Papers" 

4. On the Past Exam Papers page, enter the paper module code or name, e.g. " 

Surveying” or SVG205 

5. Click on the "Search" button to get a list of past examination papers. 

6. Click on the "Download" link, and you will be prompted for your email address and 

password or staff portal username and password. 

7. You will now be able to download your past examination paper to your computer. 

 

 

 

 

 

 

 

Faculties/Communities 

Departments/ 
subcommunities  

Staff Publications Student Dissertations 

Conference/Research Papers 



26 

 

QUICK ONLINE SEARCH TECHNIQUES 

Getting Started 

Before searching, it's important to define your topic as completely and as clearly as possible. 

Write down exactly what information you're looking for, why you're looking for it, and what 

you're not looking for. This will help you discover the best keywords for your search. 

Keywords 

You can effectively search the Internet using keywords from your research question. It is 

recommended that you avoid verbs and use modifiers only when they help to be more precise 

in your search, as in "information literacy" rather than just "literacy."  

Use of Phrases  

Your most powerful keyword combination is the phrase. Phrases are combinations of two or 

more words that must be found in the documents you're searching for in the EXACT order 

shown. You enter a phrase - such as "information systems" - into a search engine, within 

quotation marks.  

Some searches provide specific options for phrases, while others don't allow them at all, but 

most will allow you to enter a phrase in quotation marks. Check the "Help" files for the 

search engine you're using to confirm what it accepts.  

Punctuation and Capitalisation  

Another way to get results that are relevant to your information needs is to use quotation 

marks. For instance, if you are searching for Academic Libraries in Zimbabwe, you will get 

more relevant results if you enclose the search terms in quotation marks than if you do not, 

e.g. “Academic Libraries”. 

Please also note that most search engines are insensitive to cases: you can type your queries 

in uppercase, lowercase, or a mix of cases. If you use lowercase, most engines will match 

both upper and lower case; so, for general searches, lowercase is the safest form to use.  
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Not all search engines handle punctuation the same way. When in doubt, consult the "Help" 

file.  

ADVANCED SEARCH ENGINE STRATEGIES 

The following search techniques can be used with most search engines, such as Google and 

Yahoo, and with most electronic databases. These techniques are found in the advanced zone 

of most online search engines. 

Boolean Basics  

"Boolean" searching (named after George Boole, the 19th-century mathematician who 

founded the field of symbolic logic) is a powerful technique that can narrow your search to a 

reasonable number of results and increase the chance that those results are useful. Boolean 

searches are simple to learn and tremendously effective. The three most commonly used 

Boolean commands (or "operators") are AND, OR, and NOT.  

AND means "I want only documents that contain both/all words." For 

instance, the search "Harare" AND "First Street Mall" AND "Bulawayo" AND 

"Africa Unity Square" would return only documents that contained all four 

keywords or phrases. AND is the most frequently used Boolean command.  

OR means "I want documents that contain either word; I don't care which." 

The query "Harare" OR "Bulawayo" OR "First Street Mall" OR "Africa Unity 

Square" would return all documents that contained even one of these four 

keywords or phrases. Use OR to string together synonyms; be careful not to 

mix it with AND.  

NOT means "I want documents that contain this word, but not if the document 

also contains another word." The query "Harare" AND "Bulawayo" AND 

NOT "Africa Unity Square" would return documents that include Harare and 

Bulawayo, but not those that also include Africa Unity Square. Remember that 

AND NOT only applies to the word or phrase that immediately follows it.  

Most search engines support the AND NOT command.  It is sometimes called 

BUT NOT or NOT and is sometimes indicated by placing a minus sign (-) 
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before the term or phrase to be removed.  (Check the search tips of the engine 

you're using to see which form of AND NOT it accepts. Before you apply 

AND NOT, see what results you get from a simpler search. AND NOT is a 

great way to weed out results you don't want, such as pornography.  

Quick Tips  

• Use nouns as query keywords. Never use articles ("a," "the"), pronouns ("he," "it"), 

conjunctions ("and," "or"), or prepositions ("to," "from") in your queries 

• Where possible, combine keywords into phrases by using quotation marks, as in 

"solar system" 

• Spell carefully, and consider alternate spellings where necessary 

• Avoid redundant terms 

• Check the "Help" function of the particular search engine you're using, since they all 

have their preferences 

 

A successful Internet search can take several tries. But remember: it's estimated that there are 

between 200 and 800 million documents online, with no master system for organising this 

information! No wonder effective searches take know-how, patience, and ingenuity. 

 

EVALUATING INTERNET INFORMATION 

 

The web provides access to a plethora of information. Information put on the internet cannot 

be regulated to verify its truthfulness, accuracy, or timeliness. Anyone can set up a website 

and, within a week, post whatever they want. It is important to cite authoritative information 

sources. In this section, we will look at some of the criteria used to evaluate a website. 

 

Authority/Author 

• Who is responsible for the page? Is it an individual or an organisation? What are the 

qualifications? Can they be contacted? Is the author/publisher affiliated with an 

educational institution, a government department, a commercial company, or a non-

profit organisation? 

 

• Check the footer of the web page to see if this information is there. 
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Objectives 

• You need to find out why the website was created. Is the site scholarly, commercial, 

or personal?  

• Is the author trying to sell something, persuade you to think in a certain way, or is he 

trying to inform you? 

 

Currency 

• Is the information on the page up to date? Does the page tell you when it was updated 

or edited? Are there dead links? 

 

Coverage/Scope 

• What is the focus of the site? Are there clear headings to illustrate an outline of the 

content? Is the navigation within the website clear? 

• Check the header for a clear title and website description 

• Check the content for headings and keywords 

• Check the navigation to reflect the content outline within the website 

 

Biases and Affiliations 

• Check the content for the statement of purpose and to determine the type of website 

and potential audience. 

• Check the URL: is it a .gov, .com, .net, or .org 

• Also check for graphics and cues for affiliations, e.g. logos 

 

Clarity 

• Is the text neat, legible, and formatted for easy reading? 

• Is the information clearly presented? 

• If there are graphics, do they add to the content or distract?  

• If there are advertisements, do they interfere with your ability to use the page? 

• Are the pages well organised? 

• Are there mistakes in spelling or word usage? 

 

 

 



30 

 

APPENDIX 1 

 

ADDITIONAL E-COLLECTIONS 

 

e-JOURNALS e-BOOKS 

Britannica Academic 

De Gruyter Journals 

Duke University Press 

Cambridge Core Journals Online 

JSTOR 

Journal of Visualised Experiments 

IEEE Explore 

ProQuest Central 

Research4Life 

Sabinet 

Springer Nature 

Taylor and Francis  

Science Direct 

 

 

ProQuest e-Book Central 

EBSCOhost e-Books 

Emerald insight 

Elgar Online 

Routledge Handbooks 

Safari O’Reilly e-Books 

Science Direct 

SpringerLink e-Books 

 

 

 

 

 


