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E-books 
Study Guide 
 
 
TAFE SA has access to e-books from ProQuest Ebook Central. These are available via the library 
catalogue for TAFE SA staff and students. 

 

• Titles are available online 24/7 
• You can print and permanently download a limited number of pages  

 
Finding e-books: 
 
Go to the library catalogue at https://tafesa.spydus.com.  
 

Enter keywords from the title or subject of the e-book you are looking for and select E-books from the 
dropdown menu.  

 

Then click the search icon.  
 
A list of e-books related to your search will appear on the next page.  Click on the title of the e-book for 
more information about the e-book 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
or click View availability from the list of e-books, then click 
on the link Click HERE to go to the e-book. 
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The following screen will appear (if you are off-campus): 

 
If you have never had an e-book account with TAFE SA: 

 
If you have never had an e-book account via the TAFE SA Library service, please click on Create 
Account.   

 
 

Fill out the form that appears (making sure you use your TAFE E-mail address); tick the I agree to 
ProQuest’s Privacy Policy and Terms of Service; and click on Create Account: 

 
 

It may take up to 1 business day for your e-book account to be approved if you have created the account 
off-campus (the process is immediate if you have created your account whilst you are on-campus). 

 
You will be sent an e-mail advising you that you have access once approved. 
 
If you have any problems, please see library staff. 
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If you already have an e-book account with TAFE SA: 
 
Use the login you created for accessing e-books and enter these details into the login box. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The following screen will appear (this screen also appears straight away when you are accessing e-
books on campus): 
 

 
 
At the top of the page are the explanations of what options are available for this e-book.  For instance, in 
this example, there are 3 copies of this e-book available for download.  You can: read online; download 
the book (for a limited time); download PDF chapters (up to 54 pages for this e-book); and copy sections 
of the book (54 pages for this e-book).  It also states how many pages are available for you to chapter 
download. 
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You can click on Read Online to read the entire title online (provided you 
have Internet access).  This is recommended as it provides a lot of 
functionality. 
 
When reading online, the screen will look like: 
 
 
 

 

 

 

 

 

 

There are options at the top of the screen.  Explanations for these options are below: 

 Full Download- this will download the entire book into Adobe Digital Editions (if you want to read 
 offline) 

Chapter Download- select the chapter you want to download on the left, then click on this icon to    
 download the PDF version of that chapter 

Copy- gives you the option to copy parts of the page that can then be pasted into a document 

Print to PDF- can save a page range as a PDF (limits apply) 

Add to Bookshelf- adds to a folder on your e-book account.  To access, click Bookshelf at the top 
 of the screen 

Share Link- provides a link to the current page of the e-book that can be copied and sent to others 

Get Citation- provides an example reference in your chosen referencing style.  Please note- may 
 not match the format required by your lecturer 

Highlight- you can use this to add a colour to selected text 

Add Note- allows you to add a note to pages of the text 

Add Bookmark- adds a bookmark to the current page of the e-book  

Zoom In Zoom Out- use this to make the text larger or smaller 

Zoom…- gives the option to change the view on screen 

 Go to Page (type a page number) or choose Previous Page Next Page  
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You can download a limited number of chapters by selecting Download PDF beside each chapter.  As 
mentioned on the previous page, there are limits on the number of pages that can be downloaded as 
PDF. 

  

To access the e-book offline for up to a week, you can click on 
Download Book.  You will then be asked to Sign In with your e-book 
login or Create Account (if you haven’t already) 

 

 

 

 

 

 

 

On the next screen, select the type of device you are using, then click on Continue: 

 

 

 

 

 

 

 

 
On the following page, you have the option of downloading the software or app (by clicking on the 
appropriate button). If you have already downloaded the software, just click on Done with this step.   
 

 
 
 
 
 
 
 
 
 
 
NOTE: you need to make sure you have the following software on your device before you can read the 
e-books: 

• Laptop- Adobe Digital Editions 
• IOS (iPad, iPhone, iPod)- Adobe Digital Editions 
• Android (Phone, Tablet)- Adobe Digital Editions 
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If you have downloaded the software and are asked for an Adobe ID, you can either Create an ID; enter 
an existing Adobe ID; or tick the box next to I want to authorize my computer without an ID then click 
on Authorize.  On the next screen also click on the Authorize  button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

On the following page, you have the option to download the e-book onto your device for 1 to 7 days, 
sometimes more (you select from a drop-down box).  Once you have selected the loan time, click on 
Download. 

 

 

 

 

 

 

 

 

The file may appear at the bottom-left of the screen (if using the Google Chrome browser on a 
laptop/PC).  Click on this file to open the software and view the book.   
Alternatively, you can open the Adobe Digital Editions software on your device and select the book from 
the opening page. 
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Once the e-book opens, you can look through each page as you would a normal online document.  You 
can jump to parts of the book from the menu on the side. 
 

 
You can also search within the contents of the e-book by clicking 
on the magnifying glass icon tab, entering your search term and 
then looking at the results. 

 
You can select and copy parts of the book that can be pasted into 
online documents.  Be aware that these e-books are covered by 
copyright, so you can only cut and paste the equivalent of 1 
chapter or 10% of the e-book (the e-book software will prevent 
you copying any further information once the limit has been 
reached). 
 
 
Once the Loan Length you chose at the beginning of the download ends, the e-book will appear as 
Expired in the Adobe Digital Editions library: 

To download the e-book again, you need to follow the same process again, starting at the Library 
Catalogue. 
 

Other e-books  
Some databases, e.g. Emerald, also contain e-books which can be searched and read in the database. 
 

To reference an e-book accessed via a library platform (Harvard Referencing) 
Use the same format as for books but list the name of the e-book platform after the publisher. e.g.: 

Forsyth, P 2008, The art of successful business communication, Institution of Engineering and 
Electronics, ProQuest Ebook Central. 

Use the Library Study Guides on Referencing for more detail on citing and referencing e-books. 
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