
LIBGUIDES 
 

1. Care of books and other materials 

As we appreciate our collection, we also highly emphasise the care our resources from 

both librarians and our users.  Many of the resources we have been donated while others 

have been purchased through funds generously provided by friends of TCZ overseas. 

We therefore highly commend everyone to be careful in the way we handle our resources 

to preserve them for years to come. The Library reserves the right to charge persons with 

the replacement cost of materials returned in poor condition, so please treat all the library 

holdings with utmost care.  

 

2. Guide to the information retrieval process 

Effective information retrieval is getting specific information from a large collection of 

information resources with the intent to answer a specific information need. To get the 

specific information, a conscious decision should be made to make the information 

retrieval process efficient. The process involves the following: 

• Knowing the reason for your search 

• Identifying the broad topic for your search 

• Identifying the narrow topic from your broad topic 

• Sifting through what you already know and what you still need to know about your 

topic 

• Possible sources to your topic 

• Actual sources to your topic 

• Key words from your topic 

• Using the key words to retrieve documents you want 

 

3. Accessing the OPAC 

The OPAC is designed such that you can search for books using different points. You 

can search using either of the following: 

1. By title of the book, eg: Footprints of God: a narrative theology of mission. Here 

the book with this exact topic will show if it is available in the library. If not, the 
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OPAC will show that there are no results for your search meaning the book is not 

available. 

2. By the author’s name, eg. A book by John Piper, here all books written by this 

author available I the library will be listed and you can pick the one you are 

interested with. 

3. By a general subject of the topic you are researching on. Eg: you can type biblical 

exegesis. Here you can see a list of books available for that subject topic. 

 

How to search from the OPAC: 

TCZ uses the DDC system to organize its resources. This system follows the number 

sequence from 000 to 999 and adds the first 3 letters of the author’s surname to the 

specific number of a book. This number is called a call number which is used to locate 

books from the shelves. An example of a call number is 262.096 MUG, leading you to the 

exact book “The Church in African Christianity: innovative essays in ecclesiology by 

written by J.N. MUGAMBI. To begin your search:  

➢ Go to the OPAC page: http://library.tczonline.org  

➢ Select to search by either Author, Title or Subject using the drop down arrow on 

the Library catalog box such as one below: 

 

 
 

➢ When you select author search, then type the name of the author, when you select 

title search, then type the name title of the book in the search box, etc. 

➢ Click enter or the green Go button to initiate your search. 

➢ Record the call number of the book(s) you are interested in. 

➢ Using the example above, after starting an author search by typing Mugambi in the 

search box, one should record this number 262.096 MUG. 

➢ Go the shelves and pic your book(s) using the call number. 

➢ You are done with the search 

➢ If you want to take the book home, proceed to the circulations desk. 

 

4. Accessing E-Journals: 

TCZ has both on campus and off campus e-journals. To access these: 
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1. Long on to our website 

2. Click on the e-Journals link 

3. Select either on campus or off campus 

4. On either on campus or off campus a search box normally appear on the front 

page. 

5. In this search box, type in your key words to retrieve the information you want. 

 

 

Example: Below is the SAGE Journals front page. Inside the search all SAGE Journals 

box is where you type the key words of what you are researching about.  

   

 

 For instance, type Biblical theology in that box, then press enter to prompt your search. 

 

 

Image below shows results for Biblical Theology. 



 

On the page note that: the search for biblical theology retrieved 62764 however, the 

page only shows 1-20 articles.  

 

It is humanly impossible to sift through all the 62764 articles at once. There are ways to 

filter or refine your search. Filtering/ refining helps you retrieve articles that are most 

relevant to your needs and give you few articles to sift from as you research your 

information. 

You can filter/ refine by relevance, date, most downloaded or most cited in that sort drop 

down menu.  

 

 

You can also filter or refine your search by Article Type, date of publication, or subject 

discipline as shown in the diagram below. 

 



 

 

Another point to note is that, TCZ has no full access to every material in all our 

databases. For some materials you can only access abstracts, but there are some which 

you can access to the full articles. Therefore, you can also filter information by searching 

for items that you only have full access to. To identify such materials on SAGE journals, 

you go for items with the unlocked green padlock while for abstracts only, view items with 

the grey locked padlock as shown below on the red arrows.  

 

 



For the one with the open padlock, you can view the full PDF article, and if you are 

interested in the contents, you can download for offline reading in your machine. 

However, remember to reference all the articles you get information from.   

 

NB: The above example is just an overview of how you can search from journals, but 

each database has a different interface which you have to learn and find filters and items 

you have full access to.  

 

4. Plagiarism and Cheating 

What is plagiarism? 

Plagiarism is a situation where an individual uses someone else’s information as their 

own failing to give credit to the originator of the information.  

 

Ways of avoiding Plagiarism  

a. Make sure you record all the bibliographic information of the originators 

of information sources you are using. 

b.  

 

 

5. Referencing and Citation 

Importance of referencing 

Academic writing such as assignments, dissertations, reports and research articles 

requires that one built on previous knowledge to generate new knowledge. Referencing 

a scholar is providing evidence to the general overview of their knowledge in a particular 

topic. One is therefore required to reference the works that they consult in their academic 

work. This shows one’s ability to relate others authors scholarly work to your work. 

Referencing is done both within the text and at the end of the work by presenting a 

bibliographic list of all the work that has been consulted with the text. In-text referencing 

can be in the form of:  

• Quoting: using the exact words from another author. 

• Paraphrasing: using the ideas of another author in your own words. 



• Summarizing: giving a brief of main points of what another author explained. 

NB: TCZ uses the APA referencing style and the manual is given APA Manual for your 

downloading.  
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ro 

  

6. Getting to Google Class 

TCZ is currently using Google Class as its online Learning Management System. Each 

Lecturer has created classes for their courses which you must join. Each Lecturer has his 

own way of conducting his classes, be it through videos, text or audio.  

For a detailed explanation on how to join a class, submit assignments, you can use this 

attached document: Link: the Google Class pdf for students. 

7. ONLINE LIBRARY ORIENTATION 

Link to the written online orientation Power Point 
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