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Gale Guide 

Gale is an online search platform that offers a wide-range of sources geared to 

different academic levels—from elementary to college. Divine Word College 

students have access to 42 Gale Titles making it a comprehensive source of 

information. Gale calls its individual databases “Titles.” A database/title is a 

searchable collection of information. 

Use this guide to access and search Gale.  
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Access Gale 
1. Go to the Divine Word College website (https://www.dwci.edu/)  

2. Hover your cursor over Academics and click Matthew Jacoby Library 

3. Click Online Resources 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.dwci.edu/
https://www.dwci.edu/academics/matthew-jacoby-library
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4. Click Gale Reference 

 
5. Or go to https://www.galepages.com/divinewc/  

6. Off-campus users will need a password to login. Call Mr. Daniel Williams to 

receive this information. *Due to security reasons, we cannot post this 

information or send it via email. 

7. Browse Gale Titles or conduct a Quick Search 

https://www.galepages.com/divinewc/
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Search for a Source in Gale 
There are many different ways to search for information in Gale. Below are 

directions for using Gale Power Search, which searches all of Gale’s titles 

simultaneously. You can narrow you search by searching individual title such as 

Gale OneFile Religion and Philosophy or Gale OneFile Psychology. The search 

techniques are the same across Titles.  

Search all Gale Titles at once 
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 Search a specific Title 

 

Quick Search 
1. Go to Gale https://www.galepages.com/divinewc/  

2. Click the Power Search image (located at top right-hand side) 

 
3. Enter your search term(s) (title, author, keyword etc.) in the Search Box 

https://www.galepages.com/divinewc/
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4. Click enter on your keyboard or click the magnifying glass  
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5. Filter results by source type. The default is Magazines.  

  
6. Optional: Filter your results. Full text is checked by default, but make sure that 

it is checked if you are looking to read an entire article or book.  

 

Advanced Search 
1. Go to Gale https://www.galepages.com/divinewc/  

2. Click the Power Search image (located at top right-hand side) 

3. Click Advanced Search 

 
4. Enter search terms in the search boxes. The default is by Keyword. 

 

https://www.galepages.com/divinewc/
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5. Optional:  Use the drop-down menu  to change search 

Gale provides numerous options. Try out different searches.  
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6. Scroll down to More Options. Explore the various limiters in this section. For a 

research paper, you will want to check the boxes for Documents with Full Text 

and Peer-Reviewed Journals.  

 

7. Click Search 
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Use Additional Search Tools 
Gale offers users additional ways to search. Try using Topic Finder, Subject Guide 

Search, or Publication Search.  

 

Topic Finder 
Do you have a topic in mind, but are struggling to find information about it? Use 

Topic Finder to find related topics and new keywords to use in your search.  

1. Go to Gale  

2. Click on the Power Search image  

3. Click Go to Topic Finder 

 

4. Enter your search terms in the search box 

5. Press Enter on the keyboard or click the magnifying glass  



 

2020-04   
 

11 Gale Guide 

 

 

 

 

 

 

 

A search for “American diet” gives me more ideas for search terms. 

For example: “Nutrition in the United States” or “American Cooking” 
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6. Optional: Change the Visualization. The default is Tiles. Click Wheel to change 

the visualization.  
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7. Click a topic on the wheel or tile. It narrows your original search to results to 

the documents also containing that subject or term.  

  

Try clicking different 

parts of the wheel   
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Clicking “Diet Quality” wheel wedge gave 9 results

 

Clicking the “American Diet Revolution” Tile gave 6 results 
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Subject Guide Search 
Subject terms are specific words assigned by a databased to describe different 

sources. Think of them as the“official” terms. You are probably used to searching 

by keyword, but searching by the subject term can help you find more resources  

1. Go to Gale  

2. Click on the Power Search image  

3. Click Go to Subject Guide Search 

 

4. Enter a keyword, topic, or phrase in the Search Box 

5. Click Search 

 

The search gave me 4 main subject terms: Medieval art, Medieval Art (Nonfiction 

work), Medieval art objects, and Art Religion, and Politics in Medieval China: The 

Dunhuang Cave in the Zhai Family (Nonfiction work) 
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6. Click on one of the main subject terms 

 

7. Optional: Change Results. The default is Magazines. Click the document type 

you are looking for such as Academic Journals, Books, News, Images, or Videos.  
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8. Optional: Click Subdivisions to find a narrower subject term  
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9. Optional: Click Related Subjects to find broader, narrower, and related terms.  

BT Broader term A heading for a more general concept 
NT Narrower term A heading for a more specific concept 

RT Related term A heading that is closely associated 
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Publication Search 
This is a helpful feature if you would like to find sources from a known publisher. 

For instance, if you would like to see all of the issues of the First Things journal, 

this feature would allow you to find this publication directly.  

1. Go to Gale  

2. Click on the Power Search image  

3. Click Go to Publication Search 

 

4. Enter the publication name in the search box 

 

5. Click Search  
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Save Documents, Citations, and Highlights 
Gale allows you to save documents, citations, and highlights to your computer or 

email. Additionally, you can save to your personal Google or Microsoft account. 

You do not have a personal account in Gale. DWC students can use their dwci.edu 

email to login.   

1. Go to Gale 

2. Click Power Search Image   

3. Click Sign in with Google and/or Sign in with Microsoft (top right-hand 

corner)  

4. For Microsoft: Click Accept. You will be redirected back to the main page 

  

You are now signed in 
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5. For Google: Choose an account (you may only have one) 

 

6. Click Allow 

 

You will be redirected to Gale’s main page. You are now signed in.  
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7. Search for sources and then save documents, citations, and highlights and 

notes to your personal Google or Microsoft account. You will see icons for save 

options when you are viewing a search entry.  

 

Highlights and Notes can be saved by going to Highlights and Notes (See section 

below) 

 

Use Highlights, Notes, and Definitions 
When you are reading a document in Gale, you can highlight sections of the text 

with your cursor and then choose to highlight, take a note, or define the text.  

1. Go to Gale 

2. Go to Power Search 

3. Search for an article 

4. Click on an article 

5. Use your cursor to highlight a word or section of the text 

6. Once you are done highlighting, taking notes, or defining text (See below for 

more instructions on each feature), click Highlights and Notes 
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7. Click View all Highlights and Notes 

8. Save your Highlights and Notes 

 

9. Click Send to... or Download 

 

10. Choose Send To... or Download location  
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Send to Google Drive, OneDrive, or Email  

 

Save to... a folder on your computer  

 

Highlights 
1. Use your cursor to highlight a word or section of the text 
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2. Click Highlight, and then choose a color 

 

The text will now show up in that color until you end your session.  

 

3. Go to Highlights and Notes to save to your computer, email, Google Drive, or 

Microsoft OneDrive account. 

Notes 
1. Use your cursor to highlight a word or section of the text 

2. Click Notes  

 

3. Write a note 

4. Click Save. It is now saved until the end of your session.  

5. Go to Highights and Notes to save to your computer, email, Google Drive, or 

Microsoft OneDrive account. 
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Define 
1. Use your cursor to highlight a word  

 

2. Click Define 

A pop-up box will appear with defintions. Definitions cannot be saved.  

 

Use Gale’s Dictionary Feature 
Gale’s Dictionary is at the bottom of every webpage.  
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1. Click Dictionary 

2. Enter a word or first letter in the search box 

 

3. Click Search 

 

Non-Academic Titles 
Many of Gale’s Titles are for academic purposes, but Gale has many other Titles 

that may be of interest.  

1. Go to Gale (https://www.galepages.com/divinewc/)  

2. Browse All Titles 

 

 

 

 

 

https://www.galepages.com/divinewc/
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Looking for a new recipe to cook? Check out Culinary Arts 

 

Looking for a new book to read? Check out Books and Authors 

 

Want to learn how to garden? Check out Gardening and Horticulture 

 

Or how about fix your house? Check out Home Improvement 
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Need Help?  
Use these options to find additional help. 

Gale Help Page 
1. Go to Gale  

2. Click on the Power Search image  

3. Click Help (bottom of page) 
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4. Explore Help Contents  

 

Library Help 
Ask your librarians for help in-person, by email or by telephone.  

Mr. Daniel Williams: dwilliams@dwci.edu or 563.876.3353 x207 

Ms. Elizabeth Winter ewinter@dwci.edu or 314.497.0623 

 


