
Finding articles in Factiva
Concordia Library Guide

This guide shows how to search Factiva for the full-text of a specific newspaper article. The steps below identify important 
features of the interface.

Accessing Factiva
Access Factiva from the Concordia Library website using the Sofia catalogue   search   or the database 
search. A link also appears on the Journalism subject guide.

https://concordiauniversity.on.worldcat.org/oclc/49835545

Figure 1: Factiva landing page

https://concordiauniversity.on.worldcat.org/advancedsearch?databaseList=
https://concordiauniversity.on.worldcat.org/oclc/49835545
https://www.concordia.ca/library/guides/journalism.html
https://library.concordia.ca/find/databases/index.php
https://library.concordia.ca/find/databases/index.php
https://concordiauniversity.on.worldcat.org/advancedsearch?databaseList=


Searching in Factiva
When you first connect to Factiva, you are directed to the Free Text Search page. It allows you
to freely enter keywords, article titles, authors, or other search terms that might appear anywhere
in the text. 

This guide focuses on using the Free Text Search. However, you can also use the Search Form to 
help you conveniently build a structured query instead of writing it into the free text search.

Default search settings are set to “All...” for example: 
• Source = All Sources
• Region = All Regions

The Date range is an exception to this and defaults to search content only from the past three 
months.

To find a specific article, you will want to change some of these as follows.

Figure 2: Changing default settings in Factiva



1. Change the date range
Click the Date field to change from In the last 3 months to a different range. To enter your 
own range you can select the option Enter date range…

Once selected, a new set of input boxes will appear that lets you choose a beginning and end
date for your search. Setting both of these the same will limit the search to only that day.

2. Specify the source
If you want to search within a specific newspaper (or other source), enter it into the Source field. Be 
Do not confuse this with the Company field, which is helpful for finding articles about a company.

Change the All Publications default by entering your source title into the search box or 
browsing the alphabetical list after typing in the search box. Use the list the first time you search to 
prevent mistakes. 

After clicking on the publication you want from the list of suggestions, it will appear in highlighted 
beside the Source label. You can add multiple sources. 

Figure 3: Getting day / month / year date range boxes

Figure 4: Choose the publication from the list of results



3. Type in your search terms
Type words that you would expect to find in the article (or headline) into the main free-text search 
form. You can enter a headline or part of it if you know what you’re seeking. 

As you type, Factiva will display a box with suggestions to help you form your search query. Use 
Boolean operators (AND, OR, NOT) with (concept grouping) as you would in other databases. 

Factiva supports truncation using the asterisk * symbol. It provides operators for proximity 
searching (e.g. w/2 to search for a word within two words of another) or “same” to require words to 
appear within the same paragraph as each other. A menu of these operators and features will pop-
up when you press the space bar after entering a word. 

Figure 5: Enter a headline or words from the article in the free text search

Figure 6: Using search operators



4. Limit your search
Focus your search by changing where the system looks for your phrase—by default, Factiva looks for 
your search phrase anywhere within an article (the full text) but you can tell it, for example, to only 
search headlines.

Find this setting in the More Options menu (look toward the bottom of the page). 

Figure 7: Choose the portion of an article to search



Using articles from Factiva
1. Review the search results
The left-hand column of the search results page provides filters corresponding to the items 
retrieved, such as their years of publication and the types of sources they come from.

Figure 8: Search results page with additional filters on the left



Clicking a headline / title of an article from the list of results goes to the full text as a web page. 
Some icons near the top will allow you download a copy of the article as an RTF file (generic word 
processor), PDF, print, etc.

Figure 9: Full text of an article

Note: keywords from the search 
expression are highlighted yellow 
in the article.



2. Capturing bibliographic information for later reference.
Using a reference management tool (Zotero) enables you to capture the bibliographic information 
you need in order to make a proper citation. 

Clicking the Zotero icon in your web browser will import the metadata of the articles you select from 
the search results page. You can also click it while viewing an individual article. Zotero will capture 
the information and include the article text as a note entry within the tool. 

Double-check the author field because sometimes Factiva does not display the information in a way 
that Zotero can properly capture. 

Getting more help
Factiva provides a quick reference guide (PDF) with more details on how to build a search query. 

You can also contact the Journalism subject librarian, ask the library’s reference desks, or chat with 
us online.

https://library.concordia.ca/help/questions/
https://library.concordia.ca/help/questions/
https://library.concordia.ca/locations/index.php
https://library.concordia.ca/about/staff/arts-and-science.php
https://customer.dowjones.com/api/djcss/assets/Factiva_-_Search_Builder_QRG.PDF
https://www.zotero.org/
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