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USER GUIDE: FOR STUDENTS AND ACADEMICS 

General information and links 

This user guide provides fully illustrated, step-by-step instructions, which aim to help you navigate your way 

around manchesterhive  and manchesteropenhive. 

Main site: www.manchesterhive.com  (dedicated to Manchester University Press’s content across the 

humanities and social services). 

Open access site: www.manchesteropenhive.com (dedicated to Manchester University Press’s Open 

Access content which is content distributed online and free of charge). 
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Search and browse 

How do I search? 

You can search from the homepage using the search bar at the top of the page. If you are not on the 

homepage, there is a search button on the top-right of the navigation bar which will expand once clicked. 

If you do not have a specific search in mind, you can browse all of our content by choosing the ‘Browse’ 

option in the main navigation bar. You can then refine your browse to subject area, date and type which can 

be found on the left-hand sidebar. 

Advanced search 

You can refine your search using the ‘advanced search’ option, located below the search button. 

 

The window that opens allows you to change the search parameters to be as specific as you would like by 

adding more rows as necessary. 
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Search results can be modified using the filters on the left-

hand side of the screen.  

 

 

 

 

 

 

 

 

 

 

In addition, registered users can save, print, email and 

share search results using the tools located on the right-

hand side of the screen.  
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Recent searches 

Searches from your current session are saved for easy access in the ‘My Searches’ drop down in the 

top navigation bar.  The bookmark icon next to each recent search allows you to save your results.  

 

  

Saved searches are also visible in this drop down – find out more about saving your searches below.  

Saved searches 

You can save any search results that you would like by following these steps: 

1. Click on the bookmark icon in the ‘My Searches’ drop down menu, or choose the save icon in 

the search tools 

2. Sign in or create an account 

3. Name your search results, add any notes you would like and click save. 

For a detailed look at your saved searches choose the ‘My Stuff’ tab in the top navigation bar, then 

choose ‘My Searches’. Here you can edit and delete your searches, and view any notes you have 

saved with them.  
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Content tools 

manchesterhive  provides a number of content tools for 

you to use. These can be found on any of the content 

pages, by expanding the ‘Tool’ option in the right-hand 

sidebar. 

From here you can print and save content, export  

citations and references, set up alerts and share  

content via email and social media.  

 

 Printing 

On clicking the print icon you will be taken to a new 

screen – from here, simply right-click and choose ‘print’ or 

press Ctrl + P.  

 

 

 Save 

You can save content to view later by choosing the save icon. This will also give you the opportunity to add 

tags to the content, so that you can group content together.  

To view your saved content, choose ‘My Stuff’ from the top navigation bar, and then choose ‘My Content’. 

You can filter the content based on the tags you have added to it, making this a fantastic tool for those 

pursuing multiple projects at once. 
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 Citations 

manchesterhive  has the ability to generate references in the following formats for export and download: 

 APA 

 MLA 

 Harvard 

 Chicago 

You can copy the citation directly from 

the pop-up window, or choose one of 

the options to download or export the 

reference as required. 

 

 

 Citation alerts 

Citation alerts are available for any of the content on manchesterhive. When active, you will be alerted 

whenever the specific content has been cited in another publication. 

For more information on alerts, please view the ‘Alerts’ section of this user guide (page 10). 

 

 

Sharing tools  

All content hosted on manchesterhive  can be shared in a variety of different ways by clicking on the below 

icons respectively: 

 Email 
 

Mendeley 

 
Facebook 

 
Other sharing options 

 
Twitter   
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Annotations 

Registered users have the ability to quickly annotate HTML content without leaving the content screen, 

making manchesterhive  an invaluable learning tool. Books that are available as an HTML document will have 

an option to view ‘FULL TEXT’ on their content header:  

 

 

1. Highlight the content you wish to save 

2. Choose ‘annotate’ 

3. Add notes  

4. Save. 

 

 

 

You can view your saved annotations by choosing the ‘My Stuff’ tab in the top navigation bar, then choosing 

‘My Annotations’. From the annotations list you can view, edit, cite and delete your annotations. 
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You can also share your annotations by choosing the ‘Share’ option on this page: 

 

Annotations can be sent to both individuals and groups via email – you can also set up your own mailing 

groups of registered users through manchesterhive. 

 

Groups 

User groups are a great way to share content amongst students and colleagues. To create a group, navigate 

to the ‘My Content’ page in ‘My Stuff’. You can see your current groups under 

the ‘My Groups’ heading and add new groups. 

 

 

 

Each member of your group must be a registered user of the 

site. If you get an error message, check that the user has an 

account with manchesterhive. If they are a registered user and 

you are still unable to add them to your group, please get in 

touch with us at manchesterhive@manchester.ac.uk and we 

can look into this for you.  

 

 

Your groups can be edited at any time by choosing the group name in the list. Follow the instructions in the 

‘Manage Group’ pane to add or remove members. 
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Tokens 

Tokens can be redeemed to gain access to specific content: look out for promotional tokens on our websites 

and at conferences!   

How do I redeem a token? 

There are two ways in which you can redeem a token. The first requires navigating to the applicable content 

and choosing the ‘Redeem Token’ option on the main content header.  

 

If you already have access to the content this button will not appear.  

Alternatively, you can redeem a token by choosing ‘My Stuff’ in the top navigation bar, then choosing 

‘Tokens’ in the following menu.  

On this page there is an option to redeem a token, plus a list of all tokens which have been redeemed 

against your account. 

 

 

 

 

 

 

Some tokens provide you with a number of credits to be used to gain access to chapters of content, as 

opposed to full books. Any remaining credits are visible in this screen.   
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Alerts 

manchesterhive  gives you the ability to create content alerts specific to you. You can view and manage your 

active alerts by choosing ‘My Stuff’ from the top navigation bar, then choosing ‘My Alerts’.  

The quickest way to see if an alert is active for a specific piece of content is to view the icon in the content 

tool bar; the icon for alerts will change based on whether the alerts are enabled or not: 

 

Alerts are enabled 

 

Alerts are disabled 

 

Journal alerts 

There are a number of journal alerts that you can set up – these can be found on the journal homepage. To 

quickly view all of our journals, click on the link in the primary navigation bar. 

 

You can then view the journal you wish to set up alerts for. The available alerts for each journal are displayed 

on the right-hand side of the journal header:  

 

To enable any of these alerts, simply click the button and then choose ‘Enable Alert’. 
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Search alerts  

For saved searches, you can set alerts to inform you when new content is added to manchesterhive 

matching your search criteria.  

For new searches: 

1. Filter your search results to the required criteria 

2. Choose the save icon in the right-hand tool bar  

3. Tick the box stating ‘Notify me via email of new results from this search’ 

4. Save 

For existing searches: 

1. Choose ‘My Stuff’ in the top navigation bar  

2. Navigate to ‘My Alerts’ 

3. Choose the edit icon next to the result for 

which you wish to enable alerts 

4. Tick the box stating ‘Notify me via email of 

new results from this search’ 

5. Save 

 

Citation alerts 

You can set citation alerts for all types of content on manchesterhive. Simply navigate to the content page, 

expand the ‘Tools’ in the right-hand sidebar and choose the citation alert icon .  
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Data protection 

GDPR 2018: statement  

The EU General Data Protection Regulation (GDPR) came into effect on 25 May 2018. GDPR replaces the UK 

Data Protection Act (1998) and EU Data Protection Directive 95/46/EC. It is designed to harmonise data 

privacy laws across Europe, to protect and empower UK and EU citizens data privacy and to reshape the way 

organisations across the region approach data privacy. Manchester University Press fully conforms to the 

requirements of the act. 

https://www.eugdpr.org/  

 

How can I see what data manchesterhive holds about me? 

We take your privacy seriously and will only use your information to provide you with the services you 

request. You may obtain a copy of your data at any time by visiting ‘My Stuff’ and then choosing ‘My Data’.  

Your data is split into several categories; Identity, Saved Searches, Ecommerce Orders, Annotations, Email 

Alerts and Request Logs. You can choose to download any of these sections individually, or download all 

data at once. 

 

How to remove your data 

If you wish to remove your data entirely from this site, you may do so by contacting 

manchesterhive@manchester.ac.uk with the subject line ‘GDPR Removal Request for PubFactory’ and 

ensuring the email address matches the one listed on your account. Additional steps to confirm your identity 

may be taken in order to safeguard our users. 
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