
The Emerald home page is the first screen you 
will see. To access Emerald Fulltext, click on the 
relevant icons at the top right of the screen. 

This walk-through covers Emerald Fulltext, our 
online journals service. There are further 
downloadable presentations and other user 
resources available for the Emerald Abstracts and 
Emerald Management Reviews products from 
http://www.emeraldinsight.com/usagetoolkit

Click on the Fulltext icon and 
you will be taken to the Quick 
Search page or the Advanced 
Search, depending upon which 
was used more recently on the 
computer you are using.



This screen is Quick Search.

At the top of the screen it will 
identify whose subscription you 
are using to access Emerald.

If this is not the account you wish 
to use, you can log on using your 
username and password by 
clicking on “If you have additional 
logins please click here”.

Quick Search 

Searching is easy. In the top ‘Search for’
box simply enter a word or phrase. 

Then select the tick boxes below to define 
if you would like to search for complete 
phrase, an exact match or word using 
truncation. 

Tick the truncation box to find variations 
on word endings. 
e.g If you entered the stem Legislat and 
have ticked the truncation box, the 
database would find legislate, legislature, 
legislation etc

Fields to search….
This section allows you to define 
which fields to search on. 

The ‘Search only my 
subscribed journals’ limits 
search results to only those 
journals to which you have full 
text access.

Sort Results By…. Gives you 
options on how you would like 
your results delivered. They can 
be sorted by relevancy, oldest or 
newest articles first.

The left-hand navigation box
allows you to alternate between 
Quick Search, Advanced Search 
and Browse



The Advanced Search screen 

This screen gives you more flexibility in 
your searching. It allows you narrow or 
expand searches with ease. 

Search for….  
This section makes Boolean searching / 
combine searches (i.e. AND, OR, NOT) easier. 

AND is used to narrow a search by finding 
records that contain both search terms e.g. 
leadership and management. NOT narrows 
the search, while OR expands it to include 
specified terms. 

You can then, if you wish, narrow your search 
even further by selecting further options in 
the various sections of the Advanced search 
screen .



Within these journals..
This section allows you to pick which journals you would like to
search on. You can choose to search all Emerald journals, just 
the titles your organization has access to, or hand-pick your own 
section by selecting journals from the list. 

Limit search to….
You can also use some of the features that make Emerald 
unique, such as content indicators for readability, originality, 
practical implications and theoretical implications. You can also 
search on the style of article and year of publication.

Sort results by….
Finally you can choose how you would like your results sorted -
by Relevance, Oldest or Newest.



By entering author Cooper and 
selecting Author as the field to 
search on and then pressing GO, 
we will find all the articles in the 
database authored by Cooper.



As you can see, this search 
has retrieved 150 articles. 
This may be too many for 
our needs, so we need to 
narrow the search. To do 
this click on “search in 
these results” at the top of 
the screen. 

This takes us back to the 
advanced search screen and  
allows us to enter further 
criteria to search upon.



This time we will refine our 
search by adding the 
author’s first name ‘Cary’
to the search. Again we 
select ‘Author(s)’ as the field 
to search on. 

Additionally we will narrow 
the search further by 
specifying the article type
we would like as “Survey” 
from the drop down menu 
and choosing “GO” again. 
This will find all the survey 
articles Cary Cooper has 
written.



By searching within our 
original search we have 
narrowed the number of 
articles to a manageable 
10 articles.

There may be occasions after 
the initial search that you 
realize the search terms 
entered have not brought back 
the right sort of results. 

Then use the ‘modify search’
option at the top of the screen, 
to completely change elements 
of your original search criteria.  



A recent addition to the 
database is the “Save search 
as e-mail alert”option. You 
can use this feature to store 
your search terms. By choosing 
this option, when an article 
matching your search is added 
to the database you will be 
notified by e-mail. In this case 
that would be survey style 
articles by Cary Cooper.

Another new feature is 
marked search hits. This 
allows you to create your 
own article listings by 
clicking Add to marked list
under the article on the 
results page. Once a list has 
been created you can display 
your list by clicking on 
marked list in the left-hand 
navigation box. 



On the Emerald Marked Hits 
page you can finalise your list 
by removing any records you 
do not require. 

Then you have three options to 
display your final list. These 
are display for printing
(HTML), for download (ASCII) 
or E-mail this list.

Display for download is 
designed to used with citation 
management software.



When you click on the 
title of an article, the 
next screen that you will 
see is the Document 
Request window. At the 
top of the screen you will 
see additional 
information about the 
article.

This includes the Title, 
Author, Journal, Volume, 
Issue Number and 
original page numbering 
as well as a copy of the 
author’s abstract, the 
articles keywords, article 
type and content 
indicators.

You will also notice that 
there is a button called 
Key Readings. By 
clicking on Key Readings 
your browser will open a 
new window and perform 
a search for articles 
related to the one on 
screen in Emerald 
Management Reviews.

To read the full text of 
this article just scroll 
down.



As you can see, there are a 
number of choices for 
viewing the full text version 
of the article. Highlight your 
preferred choice and click 
Request Document. Emerald 
will remember your 
preference for next time if 
you select the tick box 
shown.



This is the “html” (or Hyper Text
Markup Language) view of the 
article.

This view of the article loads 
quickly and does not use a great 
amount of your computer’s 
resources.

However, any tables and/or 
diagrams appear at the bottom of 
the article.

For quick reading, printing or 
scrolling through an article this is 
the best option.



This view of the article is more 
memory-hungry and takes longer 
to download, print, save, etc. It is 
available to download in three 
different ways: A single page at a 
time for quicker downloading, the 
whole document at once, or to 
save straight to a disk for printing 
or reading later.

However, the appearance of the 
article exactly represents how the 
article appeared in the original 
title.

The file is a kind of graphic of the 
article, and thus it can only be 
used in its entirety.

This is the “pdf” (or Portable 
Document Format) view of the 
article.

This view of the article requires a 
program called Adobe Acrobat 
Reader to be loaded on to your 
computer. This is an industry 
standard utility that can be 
downloaded free of charge from 
the Internet.



Browse Screen

By clicking on the BROWSE 
tab at the top of the screen 
you can browse across the 
information on Emerald.

This is the simplest way to 
read the journals online in 
the traditional manner.

There are various ways to browse. Select which is most appropriate for you in the grey 
shaded area of the browse screen. Options available include:  
•browsing by journal title, journal LC classification or journal subject area.  
•by article keyword, article title or author
There is also an option to narrow your results further by limiting browsing on your 
institutions subscribed titles only.



Within Browse by Journals:
• Journal Title - returns a listing of 
Emerald journals, including those that
are archive only.

• LC Classification - displays journals 
based on their Library of Congress
Classification.

• Subject - displays journals within
Emerald’s own subject categories.

By clicking on a journal title (e.g 
Aircraft Engineering and Aerospace 
Technology: An International 
Journal,) you will be taken to that 
journal’s Table of Contents page 
within the Emerald database.



As you can see, this 
section gives additional 
information about the 
journal, lists the issues and 
also has links to the Table 
of Contents alerting service 
(TOC), and the Emerald 
WIRE service, where this is 
available.

By clicking on one of the 
issues you can view the 
contents of that issue.



You can move to the full text 
by clicking on either the VIEW
button on the left-hand side of 
the screen or the page 
numbers on the right. 

We will choose to view the 
second article down. 



Once again this takes you to the 
document request screen for this 
title. You can then choose in which 
format to read the article.



By clicking the radio 
button Subject under 
the Journals heading, 
the journals are broken 
down into the various 
subject areas. By 
clicking on a subject, 
i.e. Marketing, you can 
list all the journals 
published in that area. 
Please note that some 
journals may be found 
in more than one 
subject area.



By clicking on a 
particular subject 
area, in this case 
Marketing, you 
get a list of all 
the marketing 
journals in 
Emerald Fulltext.



The middle column allows you to 
browse by Article.

You again have three options 
you may select. You can browse 
articles by keyword, article 
title or author.

For instance, if you choose to 
browse by keyword and type 
“knowledge management” you 
will be able to get a list of all the 
articles which have the keyword 
“knowledge management”.



As you can see, there are a 
number of articles with 
“knowledge management” as a 
keyword. To view a listing of 
these just click on the term.

This option is helpful if you 
would like to find articles on a 
given subject area, but are 
unsure of the words and 
phrases you should use to find 
suitable articles.

Use browse by ‘Article title’ if 
you wish to locate an article for 
which you know the title. Simply 
enter several words from the 
title into the box and click on 
GO. 

Browse by ‘Author’ is useful 
to see everything available by a 
given author. (Listed by 
surname.)



At any time within the Emerald Fulltext database 
you can click on the HELP tab at the top of the 
screen for access to our detailed HELP files.

Additionally within the search screens there is 
contextual help, this help is marked with a ? icon



In the green bar near 
the top of every screen 
is the button “E-mail 
this page”. This allows 
you to e-mail a link to 
the current page to a 
friend or colleague 
along with a short 
message.



This concludes the Emerald walk
-through. To begin using the database 
please go to:
http://www.emeraldinsight.com/ft


