
 
 
 
 

 

                                                
                                                                                                                                                                                      

 
 
 

Electronic Database Guides 
 

PORTAL
 

Portal – the Bell Library Online Catalog – enables you to locate all the books, media materials, periodicals, 
government publications, dissertations, and other items housed in the Bell Library at TAMUCC.  

**Please note that you CANNOT access journal articles from Portal.** 
 
 
 

HOW TO ACCESS 
 

The Online Catalog is available from the Library’s Homepage http://rattler.tamucc.edu 
If you have questions or problems, please call the Bell Library Reference Desk at (361) 825-2609. 
 
 
 

HOW TO SEARCH 
 
You may search the online catalog for books, videos, journal titles, maps, dissertations, and almost all other 
items that can be found in the Library. 
 
 

1. To begin searching the catalog, click on the “Find Books & More” icon 
 You may also scroll over the word “Find” and click “Books” from the  
 pull-down menu that appears. 

 
 
 
 
 
 
 
 
 
 
 
 
 

2. On the second screen, the “Books & More” tab lists several fields in which you can search for the item 
you need. 

 
 
 
 
 
 
 
 

http://rattler.tamucc.edu/


3. If you do not know the author or title of the item you are looking for, search in the subject field.  Type in 
your term and hit the “Enter” key or click on the “Search” button. You may be directed to a more 
appropriate Subject Heading. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. To find items using keywords, choose the “Word” tab. Type in your topic or phrase and hit the “Enter” 
key or click on the “Search” button. 

 

 
 

 
5. Find items your professor has put on Reserve by selecting the “Course Reserves” tab. You can search 

using the course number or your instructor’s name. (For more detailed instructions, see the “Course 
Reserves” tutorial: http://rattler.tamucc.edu/distlearn/ReservesTutorial.pdf ) 

 
 
 
 
 

 
 
 

6. If all else fails, contact the Reference Desk for assistance! 
 
 
 
 
 
 
 

 

 
 

 
 
 

View printable electronic 
guides to assist you in 
your research 

E-mail or call 
a librarian 

 

http://rattler.tamucc.edu/distlearn/ReservesTutorial.pdf


HOW TO LIMIT AND SORT RECORDS 
 
 

1. To create a more precise search query, use the “Enhanced Search” tab.  
 
 

 
 
 
 
 
 
 
 

Use the Boolean operator 
“or” to find items with either 
“marquez” or “borges” in 
the author field. 

 
 
 
 
 

Display only 
items that are 
on the shelf. 

 
 

 

Sort your results by 
relevance, date, or 
title. 

In this example, 
the results of your 
search query 
would include 
video adaptations 
in Spanish of 
stories by Gabriel 
Garcia Marquez 
or Jorge Luis 
Borges from the 
Media collection.

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

Use 
these 6 
criteria 
to 
narrow 
the 
results 
of your 
search. 

 
 
 
 
2. By ticking the box “Limit search to available items,” you can also request that the catalog display only 

items that are on the shelf in the library, i.e., not checked out to another patron, missing, or at the 
bindery. 

 
 

3. Remember that defining too many search criteria may result in a “No Entries Found” message. You may 
have to experiment with different terms, fields, and limiters in order to produce satisfactory search  
results. 

 



 
 

HOW TO VIEW 
 

1. Your search results will appear as a list of titles, including information on where to find the items you’re 
looking for.  

 

 
 

 
 
 
 

2. The example above indicates that the video of Sense and Sensibility is located in the Media Center. It 
also gives the call number, or shelf location, of the video and shows that the status of the item is 
“AVAILABLE” (not checked out). 
 
 

3. To see more details about the item, click on the title. The next screen will look like the one below. With 
the buttons at the top of this screen, you can do a variety of things: 

 
Return to the search 
results on the titles display 
screen. 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 

Begin a 
new 
search. 

Save this citation 
for printing or e-
mailing. 

Look at the next 
or previous item 
from the list.  

 
 
 
 

 
 
 

Click on the 
gray tab or on 
the Library of 
Congress 
Subject 
Headings to 
find similar 
items. 

 



 
 

HOW TO PRINT/SAVE/E-MAIL  
 
 

1. To select a particular citation for export, click the “Save Record” button, located on the left side of each 
title on the main titles display screen, or at the top of the detailed information screen. 

 
 

 

 
 
 
 

2. The “Save Record” button will change to “Saved Record” once you’ve selected a citation.  
Click on the “View Saved” button to see the next screen. 

 
 
 
 
 
 
 

3. Under “Format Of List,” select the desired format of your citation. Usually “brief display” is acceptable, 
unless you are importing to citation software. 

4. Under “Send List To,” choose the preferred method of saving or exporting your citation. If e-mailing, 
type the e-mail address in the “Mail To” box. 

5. Under “Your List of Saved Records,” tick the boxes next to the desired citation/s. 
6.  Click “Submit.”   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
MY ACCOUNT/ RENEWALS 

 
 

1. Don’t pay late fees: renew books online! From the Library’s home page, click on “Find,” then “My 
Account.”  From the next screen, choose “My Library Account.” 

 

 

 
 

 
 
 
 
 
 

2. You will see a Login screen in which you will enter your name (as it appears in your official university 
records) and Student ID number. Once logged in, you will see the screen below that indicates which 
items you have borrowed.  

 
 Renew all 

items on 
the list. 

Tick boxes next to desired items 
to renew only certain titles.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. If you have a problem with logging into “My Library Account,” call the Circulation Desk at 825-2340. 
A Circulation staff member can access your account and verify how your name appears in our database. 
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