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Using Academic OneFile 
 

Access: Go to the Library’s homepage at www.uncp.edu/library/. Click Electronic Resources. 
Click Database Title. Click the letter A and you will see a list of databases. Click Academic OneFile. 
 

Basic Search: The basic search screen comes up automatically when you open the database. 
The default search is set to Keyword, but you may also select Subject or Entire Document. Enter 
your keywords in the Find box and click the Search button (see image below). You can combine 
keywords by using and (e.g. obesity and children). You can interchange different words with similar 
meaning (such as ‘teen’ and ‘adolescent’) using or (e.g. teen or adolescent). You can also truncate 
words with an asterisk (e.g. child* = childhood, children, and childs). 
 

 
 

The Results List: Articles in the results list are arranged by date published with the most recent 
articles listed first. The list displays 20 results on each page. To see the next page of results, click the 
Next link. Full-text articles are listed as Full-text, Full-text with graphics, or # of PDF page(s). Full 
text articles can be printed, e-mailed, or saved to a disk by clicking the Print, E-mail, or Download 
links. Article citations that do not contain the full text of the article can be identified by the Check 
Journal Finder for full text availability link on the results list (see image below).  

 
 



Article Citations: Citations to articles contain important identifying information, such as the 
author, title, and publication information. Click How to Cite for information on citing the article in your 
paper. Article citations usually provide subject headings and abstracts (summaries) to help you 
evaluate articles for relevancy to your topic (see image below). Click Results to go back to the list. 

 

Journal Finder: To see if an article is available in full text, click Check Journal Finder for full 
text availability (see image above). Use the icons in Journal Finder to determine where to locate a 
full-text copy of the article. 

Advanced Search: Click the Advanced Search tab at the top of the screen in order to combine 
and experiment with various sets of keywords. For example, if you were researching the ‘impact of 
funding on congressional elections,’ then you would use the first box to enter the main keywords 
(campaign finance or fundraising) and the next two boxes to add specific concepts, such as 
election* and congress (see image below).    
 

 
 

Contact the Reference Desk at www.uncp.edu/library/reference/help.html for help finding resources.  
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