New Librarian Resource Guide

For support, please send questions to library@Ilaca.org or call (740) 242-6021

*Please provide as much detail as possible when submitting a support request or leaving a support
voicemail.

Getting Started:

m INFOhio Resources/Library Services Handbook:

https://www.infohio.org/library/library-services-handbook

INF®hio

Library Services Handbook

Home - Library Staff & INFOhio Providers - Library Services Handbook

Library Services Handbook

BLUECLOUD REPORTS SPECIAL TASKS

This section includes documentation for BLUECIoud products  This section contains guides for setting and running many  This section has guides for using Offine Circulation

found in the BLUEcloud Learning Pathway. useful reports. Visit the link below for library staff favorite performing an Inventory, working with Circulation Sets, and

reports. options for Library Attendance.
CATALOGING
N I REPORT FAVORITES SYMPHONYWEB (WORKFLOWS ON THE

This section contains guides for doing item maintenance

basic and advanced cataloging cataloging with templates,  This section contains guides for setting and running those  WVEB)

and using authority headings eports that are favorites among library staff This section contains docurentation for the SymphonyWeb
interface for opening reports and setting user search
properties.

CIRCULATION SETUP

This section contains guides for all regular and special This section details items that need to be understood or

circulation tasks, item search and status, user maintenance,  completed as part of the nital setup to prepare anewuser VIDEO TUTORIALS

and holds or workstation for running the Workelows client This section contains brief video tutorials that clarify

processing and wizard steps and functions.

PATRON ACCESS

This section contains guides for teaching patrons to use
ISear teh,

v’ Setup:
=  WorkFlows Installation
= Google Barcode Font
= Setting the Print Pathway
= Barcode Options
v" BLUEcloud
v’ Circulation:
=  Check Out Items
=  Check Initems

v" Item Search & Status:
=  Mark Item Lost

Setup (infohio.org)
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LACA

B To Create Your Account in Workflows, please have your principal or administrator
send a request through LAMA to grant Sirsi access.

B In addition, please send library@Ilaca.org the following information:
=  Your E-mail,
= Building,

=  Who you will be replacing

**This helps to ensure that our contact list is as up-to-date as possible and assists in account
creation.

B LACA Library Services Webpage (Contains needed links):

https://www.laca.org/LibraryServices.aspx

QUICK LINKS EVENT CALENDAR SERVICES ABOUT LACA CONTACT US:

Library Team Number - (740) 242-6021

Upcoming Library *
Events

View Al et
LIBRARY NEW USER
AUG IR
23 [T

LIBRARY REFRESHER
LAV AFTERNGON SESSION
1 professional 23 EPELELE

Library Support Staff

Your LACA INFOhio Library

consists of Titfany Murphy and Beth Sadesid

Upcoming Library Training Opportunities are listed on the right of the screen

B INFOhio YouTube Learning Videos:

INFOhio - YouTube

= BLUEcloud Learning Pathway
= Learn It Clips
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B INFOhio Campus
INFOhio Campus

= Check the Professional Development Area:

INF@hio = g—

io Campus

ation of INFOho’

AA

INFOhio Learning Pathways b ) Ohio Approved Professional
5 %‘ Development With INFOhio

Home

Ages 3-5
Grades K-5
Grades 6-8
Grades 9-12

Parents & Families
Educators

All Resources

Educator Tools

Open Space

Professional Development
Professional Resources
Teach With INFOhio Blog
Document Library

use and integration of INFOhio's digital content and web tools. Access ad

io educators in the Ohio Professional Learning Directory.

Library Staff & Providers

Library Automation
Library Services Handbook
Professional Development

About INFOhio

en new flexible, self-paced INFOhio professional
available? Sign up to get the |atest news on our PD and

About Home

= School Library Basics Learning Pathway
= BLUEcloud Learning Pathway

Upon completion of a class, users earn contact hours for their work.

Currently, there are 10 learning pathways:
= Covering grade bands
= Professional learning
= BLUEcloud
= School Library Basics
= |Coach
= |Search

The BLUEcloud Learning Pathway houses the help docs and step-sheets for how to use the
BLUEcloud library automation system.
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