LibGuides training for Library staff
Before we begin…

Take a minute to look at our existing published LibGuides… http://rmit.libguides.com
The entry page is not the full story – check “Browse all 142 guides”

Look at a printed version of a guide … (the link is above the menu tabs)
Notice that you can search both the guides and  the Library catalogue.
More information

Look at LibGuides from other Universities

· http://libguides.com (Search for content or Browse by Institution)
Look at LibGuides’ “how to” materials
· http://demo.libguides.com/libguides-intro
Look at RMIT’s guidelines and “how to” materials 
· Guidelines for Subject guides located in I:\LIS\Liaison\Libguides (You must read these before working on a live guide)
· Demonstration Guide http://rmit.libguides.com/demonstration
Some Handy things to know about Internet Explorer
· Right Mouse click – Put your mouse over a link on a web page click the right mouse button and select “Copy shortcut” – you have just copied the link – you can use Paste or Ctrl V to paste into your document.
· Properties - Put your mouse over a image on a web page click the right mouse button and select Properties you can now find the web address URL for the image. If you copy this you can then link that image into the page you are working on.
· Browser cache – before you start working on a guide it is a good idea to clear your browser’s cache. (Stored web pages on your hard drive) 

· Select the Tools menu

· Select  Internet Options

· From Browsing history click Delete 

See screenshot on next page.
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Logging in

http://rmit.libguides.com  The login link is in the top right hand corner (Admin Sign In)
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Welcome to LibGuides




Username: your RMIT email address

Password: ask Mike for this - you will be given a generic password – you should change your password. Use the Edit My Account option. Do not use your RMIT password as LibGuides is an external system
Tip:  Sometimes when you login it will appear that you have logged in as another Librarian. Don’t panic! RMIT accesses the Internet via a proxy server you just need to reload the page. Press the F5 key
Getting Started

Once you have logged in you will see the following menu. Generally you will only need to use the options on the “My Admin” page. The “Guide Index “ page lets you browse all the RMIT LibGuides so you can see what other guides are being developed. 
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Before we begin creating new guides we should customise our profile
The Librarian profile panel
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The profile panel is added automatically each time a guide is created. To update the details including adding a photo you need to go into the Customize Your Profile option which is just below the Create New Guide option. Although the panel is added to every page of a guide it can also be turned off.

The image that you upload needs to be sized to the correct dimensions – contact Iza or Mike for help with this.

Only guide owners need to customise their profile.

Creating Guides

1. Let’s create a New Guide
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We will be starting a Fresh Guide 
You must provide a Title – and you should provide a description eg “This research guide will provide you with starting points for finding information on industrial design.”

Note: You can change the Title and Description - when you start editing the guide you will see a “Guide options” menu at the top of the page.

Tip: If you are a Liaison Librarian you might want to add other LIS staff as editors for your guide. However you should be the one to add any new pages or else their profile will be added to the page.
If you are a LIS staff member working on a new guide for a LL, you can work on this in your own LibGuides account and then I (Mike) can assign the guide to the relevant Liaison Librarian when it is ready for publishing.

Once you have filled in the Title and Description you can start working on the guide straight away.

Note: You can also copy a existing guide to use as a template – this might be a good option if there is lot’s of common content on the guides you are working on.
Note: When you want to work on existing guides they are accessed from the pull down menu. Only the guides that you own or have editing rights to are listed here. Liaison Librarians can add editors to individual guides using the Command bar for that guide.
2. Let’s add some pages to our guide
Creating the Guide’s Structure (Menu and Layout)
Tip: It’s probably a good idea to confirm the structure of the guide with the Liaison Librarian before you begin – otherwise you might have to reorganise the content later.

Use the Command bar at the top of the page and from the Add / Edit Pages select Add New Page
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Each time you add a page a menu Tab will be automatically added to the top of your guide.
Tip: If you enter a URL then clicking on this tab will point to an external site, not to a LibGuides page. There are many pages on the Library website which you can link to so you do not need to reproduce their content
Sets of Pages - To keep pages as a set: Add one page using the Set name eg Directories and add the related pages eg Telephone by selecting (Add new Page) and then select the Position eg Add under Directories. These pages will then be accessed by a Pull down menu on the Tab.

For practice add some pages to your guide including a page that is accessed by the pull down menu and a also add a menu tab that links to another web site.
Once you have added a page you have the option of selecting how many columns will appear on the page. Under the same Add / Edit Pages menu – select Toggle / Resize columns. 
3. Let’s add some boxes to our pages
When you add a box the menu of box types includes a description of each box - generally we will be adding Rich text, Web links, Books from the Catalogue and RSS feeds.

Note: When you use Web Links boxes then LibGuides will keep statistics for how many times each link will be clicked.

Tip: Important to either Add a New box or Copy a box - if you use the Link Box option there is a risk that the original box will be deleted.

For practice you should copy a box from another guide, add a Rich text box, a Web links box and an RSS Feed box. Add the boxes in various positions across the three columns in the guide.
Have a go at adding the RSS feed from the Library website. The feed URL can be obtained by using the Copy shortcut for the [image: image7.bmp] graphic on the Library homepage.

Also try using the Reorder Boxes on this Page menu under the  Add / Edit menu to reorder 
4. Let’s add some content to the boxes
When you add text and images to a LibGuide you will be using the Rich Text Editor
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Leave the fonts and font sizes as default. To add structure such as Headings and Sub-headings highlight the heading text and from the paragraph menu select Heading1, Heading 2 , Heading 3. You can also use bold, italic, bullets etc. 
Keep it simple – whilst you might be tempted to use lots of formatting this can have adverse effects on accessibility. Also generally avoid copying and pasting from Word documents as this can add lots of unseen formatting code that can slow down the load time of the page.

Tip: Use shift + return for a line break (return is a paragraph break)

To add a hyperlink highlight the text to be linked - select the chain link icon [image: image9.bmp] and enter the URL and then set the target for the link to open in a new window. Links should take the form of descriptive text avoid click here and avoid using the address of the web page as the link.
To add an image first copy the image's location (IE Right click > Properties) - click on the small tree icon [image: image10.bmp] and add the URL and either a text equivalent (eg an explanation of Boolean logic) or if the image is mainly for decoration then add a single space in the description. The description forms the alternative text for screen readers.
Warning: If you logged into EzProxy and then copied the URL for an image, you need to remove the EzProxy component from the address before you add the image to your guide. (ezproxy.lib.rmit.edu.au)
Warning: When adding images to RMIT LibGuides all staff are expected to be aware of copyright - if an image is not clearly marked as copyright cleared then you should check if it is ok to use. 

Using book or journal cover thumbnails from databases for material that we subscribe to is generally acceptable.
For practice you should add a range of text images and links. 

Make sure you have a go at adding a catalogue link, a link to the class booking system,and a link to a database. 
The instructions on how to do this are in the RMIT Demonstration guide on the Web links page.
Remember to use the Save changes button. 
Linking to Library resources

It is important that any links to Library subscribed resources that you add to a LibGuide are correctly formatted so that off-campus access will work. 
To generate new links to Library resources see:

· Various pages on linking including the list of databases at I:\UNIT WIDE WORKING GROUPS\Websites\Guides\instructions
· The Demonstration guide http://rmit.libguides.com/content.php?pid=4513&sid=27609
· The Library’s BlackBoard course RMIT University library and your online course
Tip: You can copy e-book links from the catalogue.
Tip: If you are adding links to a Web Links box – you can also reuse links from other Libguides – just make sure they have been formatted correctly.

Example links are included below
Publishing
Once a guide is ready to be made public use the Change status link at the top of the page. You can change the guide to Private or Public. If you change the status to private you can then send the address of the guide to another person so they can preview the guide. If you change the status to Public the guide will be visible to anyone visiting our LibGuides site.

If you need to have a guide assigned from yourself to another staff member contact Mike or Iza to do this. When the status of a guide has been changed to public then you should contact Mike or Iza in order for the guide to be linked from the Library website. 
Note: Once a guide has been assigned to another staff member you will need them to add you as an editor if you are going to maintain any of the content.

Once a guide is Public you can continue to work on it, however you need to be aware that any changes you make to the guide will appear live as soon as you add them. If you add a new box to your guide and only add half of the text and then save it to finish off later this is what the students will see.

All our LibGuides are given a friendly address such as http://rmit.libguides.com/foodscience The friendly URL is added when a guide’s status is changed to published. Accessed via the Status menu on the Command bar.
Example e-resource links
· Database:

Science Direct https://login.ezproxy.lib.rmit.edu.au/login?url=http://searchit.lib.rmit.edu.au:8331/V/?func=native-link&login=GUEST&resource=RMI00977
· E-journal: Behavioural and cognitive psychotherapy
http://findit.lib.rmit.edu.au:9003/sfx_local?sid=Endeavor:CitationServer&issn=1352-4658&genre=journal
or  Link to the Catalogue record

http://cat.lib.rmit.edu.au/vwebv/holdingsInfo?bibId=608650
· E-book 

Introduction to Nanoscience (Copy the Online access link from the Catalogue record)

https://login.ezproxy.lib.rmit.edu.au/login?url=http://www.RMIT.eblib.com.au/EBLWeb/patron?target=patron&extendedid=P_472316_0&
Maintenance

Guides should be regularly checked and updated:

· Update lists of recent additions to our collection

· Make sure that linked images are still loading

· Use the Link checker reports available from the My Admin menu to check for broken links. Sometimes it will falsely report a link as broken. 
Support

Please contact Iza (x53103) or Mike (x53312) if you need assistance with LibGuides. It’s much better if we can give you a hand than if you spend lots of your time trying to work something out.

mike.brooks@rmit.edu.au
iza.bartosiewicz@rmit.edu.au 

You are also welcome to make a time with us to go over anything related to LibGuides. We have a spare PC in our office in Swanston library – so we can work with you to get your guide working.
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