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Introduction: 
Welcome to Plinkit! 

This chapter explains the history and purpose of Plinkit (the Public Library 
Interface Kit) and describes the contents of this manual. It also provides an 
overview of the basic features of the default Plinkit Web site interface. 

Error! Reference source not found. ........................................................ 2 

Error! Reference source not found. ........................................................ 4 

Error! Reference source not found. ........ Error! Bookmark not defined. 

Error! Reference source not found. ........ Error! Bookmark not defined. 

The Kids & Teens Tab................................. Error! Bookmark not defined. 

Error! Reference source not found. ........ Error! Bookmark not defined. 

Error! Reference source not found. ........ Error! Bookmark not defined. 

The News & Events Tab ............................. Error! Bookmark not defined. 

Error! Reference source not found. ........ Error! Bookmark not defined. 

Error! Reference source not found. ........ Error! Bookmark not defined. 

Additional Pages and Features for Staff UsersError! Bookmark not defined. 
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What Is Plinkit? 

Overview 

Plinkit stands for ñPublic Library Interface Kitò and refers to a Web authoring 
environment designed specifically for use by public libraries. 

Plinkit allows library staff members (or volunteers) to create and maintain Web site 
content for their libraries quickly and easily, without learning HTML or purchasing 
special equipment or software. If you are comfortable using a mouse and a Web 
browser and you have used the basic editing features of a word processing 
program, you will be able to create and edit pages for your libraryôs Plinkit Web site 
in no time at all. All you need is an Internet-connected computer with a current Web 
browser installed, your Plinkit Web site address, and your login name and 
password. 

History of Plinkit 

The development of Plinkit began in 2003 as a two-year Library Services and 
Technology Act (LSTA) grant called ñInformACTionò and was initially administered 
through the Oregon State Library. InformACTion was sponsored by the Multnomah 
County (Oregon) Library and developed by Eva Miller. In the fall of 2005, the Plinkit 
project was transferred to the Library Development Services organization at the 
Oregon State Library, where it is administered by the Technology Development 
Consultant Darci Hanning. In the summer of 2006, the Plinkit Collaborative was 
formed to allow multiple state and regional library systems to pool their resources 
for the purpose of further developing Plinkit. In 2009, the software was upgraded to 
Plinkit 2.0, bringing new features and functionality to the service. For more 
information about the Plinkit Collaborative, visit www.plinkit.org. 

How It Works 

The Plinkit Collaborative makes available to its members a master Plinkit site that is 
pre-populated with features and content that have been designed with the needs of 
public library Web site editors in mind. The Plinkit Administrator in each participating 
state or regional system copies and modifies this master site to create custom 
Plinkit Web sites for individual libraries. These individual library Web sites are 
hosted at the state or regional system level and administered by the state or 
regional systemôs Plinkit Administrator, but the content on each site is maintained by 
Plinkit editors at each library. 

http://demo.plinkit.org/
http://www.plinkit.org/
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When your libraryôs Plinkit Web site is first launched, it will already contain a wealth 
of useful information and tools for your patrons. The specific content and features 
initially included by your Plinkit Administrator on your site will vary, but the following 
standard resources and sections are usually included:  

Á Online resources for Kids & Teens 

Á A selection of online information tools in Spanish 

Á An eShelf & Research section that includes links to news and reference sources 
and may also provide access to statewide databases and/or local library databases. 

Your Plinkit site will also include a number of areas for displaying information that is 
specific to your library. When you first view your Plinkit site on the Web, these areas 
of the site will contain placeholders. To update the site with information about your 
libraryôs location, hours, programs, and policies, simply enter your login name and 
password and use Plinkitôs intuitive editing tools to change the content directly on 
the Web. The information you add or change will be available on the Internet as 
soon as you save your edits! 

As you become more familiar with Plinkit, you can create completely new pages 
within your site, add more resources to existing areas of the site, and post news 
items and event announcements to keep your patrons apprised of library activities. 
You can also use built-in Plinkit tools to maintain a searchable list of community 
organizations, a calendar of upcoming public library events, a digital photo album, 
and a staff events calendar. 
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About This Manual 

Purpose and Audience 

This manual is intended to help Plinkit editors get their librariesô Plinkit Web sites up 
and running quickly and easily. A Plinkit editor is a library staff member or 
volunteer who is responsible for creating and maintaining the content on that 
libraryôs Plinkit Web site. Some libraries may have more than one Plinkit editor. 

 

Note: Plinkit editor s are not responsible for creating or administering Plinkit 

sites. These tasks are performed by a state or regional system Plinkit 

Administrator . 

Plinkit editors do not need to have prior Web development experience or knowledge 
of HTML, CSS, or other Web technologies. They should, however, be comfortable 
using Web browsers (such as Microsoft Internet Explorer or Firefox) and have some 
experience using a word processing application. 

This manual is designed to be used in conjunction with instructor-led training or as a 
standalone tutorial and reference.  

Assumptions and Exclusions 

This manual describes the standard features and structure of the master Plinkit site 
that is maintained by the Plinkit Collaborative and is provided to Plinkit 
Administrators as a starting point for creating individual Plinkit sites. Your Plinkit 
Administrator may have added features or removed features from this master Plinkit 
site when he or she created the Plinkit site for your specific library. Your Plinkit 
Administrator probably also changed the color scheme and other aspects of the 
look and feel of your libraryôs Plinkit Web site. As a result, the screen shots in this 
document will not match the appearance of your libraryôs Web site exactly. 

Despite the differences in appearance, most of the procedures in this document 
should apply to all Plinkit Web sites. If your specific site has additional features that 
require specialized procedures, your Plinkit Administrator may have documented 
these in Appendix B: Documentation Specific to Your State or Regional System. 

 

Note: Many of the pages in the master Plinkit site include examples that 

are specific to the state of Oregon. In the master site, and in the screen 

shots in this document, these examples are annotated with bracketed 

and italicized text. W hen your Plinkit Administrator created your library site, 

he or she probably removed these annotations and either removed or 

replaced the Oregon -based examples.  
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Content and Structure 

The manual is divided into the following five major sections: 

Á Introduction: Welcome to Plinkit ð Explains the history and purpose of Plinkit 
(the Public Library Interface Kit) and describes the contents of this manual. This 
chapter also provides an overview of the basic features of the default Plinkit Web 
site interface. This is a good place to start if you are completely new to Plinkit. 

Á Chapter 1: Getting Started with Plinkit ð Provides step-by-step instructions for 
getting your Plinkit Web site up and running and updating it with information about 
your library. After your Plinkit site is made available to you, you should complete the 
procedures described in this chapter as soon as possible. 

Á Chapter 2: Getting More Familiar with Plinkit ð Explains key Plinkit terminology 
and functionality. This chapter is conceptual rather than task-oriented in nature, but 
it will provide you with a good foundation for moving on to the advanced editing and 
maintenance tasks covered in chapter 3 and 4.  

Á Chapter 3: Expanding and Maintaining Your Plinkit Site ð Describes 
procedures for the most common tasks performed by Plinkit editors. Reading this 
chapter will help you customize your site and expand it beyond the standard content 
provided by your Plinkit Administrator. 

Á Chapter 4: Using Plinkitôs Advanced Features ð Describes how to manage 
versions of your site content and the position and appearance of portlets. 

Á Appendix A: Frequently Asked Questions ð Provides answers to questions that 
are frequently asked about Plinkit. This is a good place to begin troubleshooting if 
you encounter problems. 

Á Appendix B: Documentation Specific to Your State or Regional System ð 
Contains information that is specific to Plinkit sites in your state or regional system. 
This might include information about additional features, default content, or 
specialized user roles and permissions. This information has been provided by your 
Plinkit Administrator. 

 

Note: Although your libraryõs Plinkit Web site may have a slightly different 

structure or look and feel, the examples illustrated in this document should 

be similar to what you will see when you first access your new Plinkit site. If 

you have already received your Plinkit Web site address and login 

information, we encourage you to follow along in your own live Plinkit site.  

  



 

6 Introduction  

Conventions  

Convention Meaning 

Bold type Identifies links, tabs, buttons, fields, Web page titles, and other 
Plinkit page elements. Bold type is also used for this 
manualôs section headings and for emphasis. 

Italic type Indicates placeholder or variable text. For example, User 
Name indicates that you should type in your assigned user 
name, not the words ñUser Nameò. 

Courier 

font  

Indicates text or characters to be entered into a field. If the text 

is in italics , you should substitute your own text or values. 

If the text is not in italics, enter the exact characters provided 
in the procedure. 

 

Thick, 
rounded 
rectangle 
outlines in 
screen shots 

Highlight areas of the Plinkit interface that are discussed 
specifically in the accompanying text. (If you are viewing a 
color printout, the outlines are dark blue in color.)  

 

Circled 
numbers in 
screen shots 

Correspond to features that are described in a numbered list 
in the text. (If you are viewing a color printout, the circled 
numbers are dark blue in color.) 

 

Indicates a Tip, a useful hint that will help you use Plinkit, or 
this manual, more effectively or efficiently. 

 

Indicates a Note, a particularly important piece of information 
about a feature or procedure.  
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Getting Familiar with Plinkit Pages 

The screen shot below shows a sample Home page for a Plinkit site. 

 

Although the content in the center of the page will vary depending on which tab or 
link is selected, most Plinkit pages will have the following basic elements: 

1. Library logo area: Displays a graphic that contains your library name and/or an 
image associated with your library. You must provide this graphic to your Plinkit 
Administrator, who will incorporate it into your site. (See ñError! Reference source 
not found.ò on page Error! Bookmark not defined..) 

2. Navigation tabs: Control what information is displayed in the main area of the 
page. By default, the home page is displayed when you first view a Plinkit site. You 
can view other pages by clicking the appropriate tab. The content on each of the 
tabbed pages is described in more detail in later sections of this introduction. 

3. You are here ñbreadcrumbò trail: Indicates where the page you are viewing is 
located within the Plinkit site structure. The current page is the right-most item in 
the trail. You can navigate ñupò to any other page or folder listed in the trail by 
clicking the appropriate link in the breadcrumb. 

4. Standard top banner links:  

Á Site map link: Opens a hierarchical view of the contents of the entire Plinkit site. 
Click any item listed in this site map to display the itemôs content. 

Á Accessibility link: Opens a page that describes Plinkitôs accessibility settings, 
features, policy, and compliance. 
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Á Contact link: Opens the Contact Us page, which displays contact information 
for your library and provides links to Web pages that site visitors can use to send 
e-mail directly to designated library staff members. As a Plinkit editor, you can 
update the library address and phone number fields (see page 36), but your 
Plinkit Administrator must configure the e-mail forms so that information 
submitted through them is delivered to the appropriate e-mail address. 

5. Search field and button: Allow you to search your Plinkit site for pages containing 
specific keywords. As you type a search term in the Search Site field, a list of 
related Plinkit pages is displayed in a LiveSearch pop-up window. If you enter a 
complete term and then click the search website button, a complete list of your 
search results is displayed in the main content area. You can also select the 
Advanced Search option at the bottom of the LiveSearch window to enter more 
specific search criteria, such as what content types to search. 

6. Staff log in link: Opens a form from which library staff members and Plinkit editors 
can log in to access certain Plinkit features that are not available to the general 
public. (For more information, see ñError! Reference source not found.ò on page 
Error! Bookmark not defined..) On some Plinkit sites, this link may appear at the 
bottom of the page instead of in its default location near the top right corner. 

7. Left and right columns: Contain ñportletsò, small boxed areas that display 
information and/or provide links to more information. The number and specific 
types of portlets will vary depending on which page is being viewed. In the default 
Plinkit configuration, the following two portlets appear on every Plinkit page: 

Á Navigation portlet: Lists the various folders, pages, and other items contained 
in the Plinkit site. Clicking a folder expands the list to show the individual contents 
within the folder. Clicking a topic, item, or file name opens the object in the main 
content area. Clicking the title bar of the navigation portlet opens a site map in 
the main content area. 

Á Quotation portlet: Displays a different, randomly selected quotation each time a 
Plinkit page is reloaded or a new Plinkit page is opened. 

 

Note: Other portlets are described in this manual in the context of 

the pages on which they appear  in the master Plinkit template . As 

a Plinkit editor , you can add, delete, and reorder portlets. For more 

information, see òError! Reference source not found. ó on page 

Error! Bookmark not defined. . 

8. Main content area: Displays information based on selections made by the user. 

9. Standard action buttons:   

Á RSS feed: Opens a form that allows the user to subscribe to a live feed of 
updates to the Plinkit page. (This button is not available on all pages.) 

Á Send this: Opens a form that allows the user to send to an e-mail address a link 
to the Plinkit page. 

Á Print this: Allows the user to print the Plinkit page. Only the content in the main 
content area is sent to the printer. 
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The Plinkit Home Tab 

When you first access a Plinkit Web site, the home tab is displayed by default. 

 

The screen shot above shows the basic features of the default Plinkit home tab.  

 

Tip: If you have  navigated to another part of your Plinkit site, you can 

return to the home  tab by clicking the home tab below the library logo 

area or by clicking  the  Home  link in the navigation  portlet.  Both of these 

links will be highlighted whenever the home  tab is being displayed.  
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In addition to the standard page elements that appear on every Plinkit page, the 
default home tab also includes the following features: 

1. News portlet: Displays links to the most current library news items. This portlet is 
only displayed if current, published news items exist in the site. When you first gain 
access to your library site, it may include a sample published news item, which you 
should remove or update. 

2. Library catalog and account access (if available for your library): Allows users 
to search your library catalog and access their personal library accounts. Library 
catalog access and library account access must be configured by a Plinkit 
Administrator and are only possible if the systems used by your library include Web 
interfaces that can be integrated with Plinkit. 

3. eShelf & Research area: Provides links to general research tools. (These links 
also appear on the Plinkit eshelf & research tab.) 

4. Statewide resource links: Provide direct access, within the Plinkit page, to 
specific online library resources. The default Plinkit site includes two sample links to 
Oregon resources. Your Plinkit Administrator may have removed or replaced these 
in your libraryôs site. You can edit or remove any links that appear in this area. 

5. Location & hours portlet: Provides fields for displaying your libraryôs location, 
phone number, and operating hours. Initially, this portlet contains meaningless 
placeholder text. You should replace this ñdummyò text with library-specific 
information as soon as you gain access to your site (for instructions, see page 34). 

6. Calendar portlet: Displays a calendar for the current month, with the current date 
outlined. Dates for which library event announcements exist are highlighted with a 
differently colored background and bold numbers. Holding the mouse pointer over 
a highlighted date displays basic event information. Clicking a date reveals more 
details about all scheduled events for that date.  

7. Upcoming events portlet: Displays a list of upcoming library events. Clicking any 
event in the list displays more detailed information about the event. This portlet is 
only displayed if future, published library event items exist in the site. When you first 
gain access to your library site, this portlet may include a sample published library 
event, which you should remove or update. 
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The Kids & Teens Tab 

The kids & teens tab provides links to a variety of electronic resources that are 
geared toward children and young adults. To view these resources, click the kids & 
teens tab below the library logo area or click the Kids & Teens link in the 
navigation portlet.  

 

In a standard Plinkit site, the main content area of the kids & teens tab is pre-
populated with a variety of resources similar to the ones shown in the screen shot 
above. You can edit or delete the information and links that have been provided, as 
well as add new resources. 
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In addition to the resources in the main content area and the standard navigation 
and quotation portlets, the Kids & Teens page also includes the following portlets: 

1. Library catalog portlet (if available for your library): Allows users to search your 
library catalog and access their personal library accounts. Library catalog access 
and library account access must be configured by a Plinkit Administrator and are 
only possible if the systems used by your library include Web interfaces that can be 
integrated with Plinkit. 

2. Childrenôs books best sellers portlet: Lists current best-selling childrenôs books. 
Clicking a book title displays more information about the book. 

3. Books for kids by kidsmomo.com: Contains a list of links to recent features on 
the childrenôs book site kidsmomo.com. 

 

Note: Clicking a link in  the childrenõs books best sellers  portlet or the books 

for kids and t eens  portlet will cause the selected book information to be 

displayed.  
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The eShelf & Research Tab 

The eshelf & research tab provides access to a variety of general research 
databases and other electronic resources. To view these materials, click the eshelf 
& research tab below the library logo area or click the eShelf & Research link in 
the navigation portlet.  

 

When you first view the eShelf & Research area of your Plinkit site, the main 
content area will probably contain reference category links similar to those shown in 
the screen shot above. You can edit or delete these pre-populated links or add new 
ones. The default eshelf & research tab also contains several portlets in addition to 
the standard navigation and quotation portlets.  

The default features of the eshelf & research tab are described on the next page. 
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1. News portlet: Displays links to the most current library news items. This portlet is 
only displayed if current, published news items exist in the site. When you first gain 
access to your library site, it may include a sample published news item, which you 
should remove or update. 

2. Magazine and Research Databases link: Displays links to research databases, 
including magazine databases, encyclopedias, and other digital information.  

 

Note s: Clicking a link f or a specific database opens that  database . 

In some cases, users will have to enter a user name and password to 

access the list of databases or specific databases. These user names and 

passwords should not be confused with Plinkit login names and 

passwords. Public  users do not have to log in to use your library Web site.  

3. Good Reads link: Displays a list of links to book recommendation lists, best seller 
lists, and book review sites, as well as links to current local, national, and world 
news sites.  

4. Community Organizations link: Allows users to search by name or keyword for 
information about local community organizations.  

 

Note: The community organization database is maintained by each 

libraryõs Plinkit editor  (see page Error! Bookmark not defined. ). Patrons can 

use a link on the Community Organizations  page to recommend 

organizations for inclusion in the database.  

5. Digital Exhibits link: Opens a Digital Exhibits page, from which users can 
access various groups of digital images.  

 

Note: The Digital Exhibits  area of your Plinkit site may come pre -populated 

with example exhibits provided by your Plinkit Administrator. You can 

keep or delete these exhibits and crea te  your own (see page 170). 

6. Library catalog portlet (if available for your library): Allows users to search your 
library catalog and access their personal library accounts. Library catalog access 
and library account access must be configured by a Plinkit Administrator and are 
only possible if the systems used by your library include Web interfaces that can be 
integrated with Plinkit. 

7. More research help portlet: Provides links that open specific online resources. 
The default Plinkit site includes two sample links to Oregon resources. Your Plinkit 
Administrator may have removed or replaced these in your libraryôs site. You can 
edit or remove any links that appear in this portlet. 

8. Search the web portlet: Allows users to search the Internet using Google. 
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The Español Tab 

The español tab includes links to a variety of electronic resources in Spanish. To 
view these resources, click the español tab below the library logo area or click the 
Español link in the navigation portlet.  

 

When you first view the español tab, the main content area will contain Spanish-
language reference links similar to those shown in the screen shot above. You can 
edit or delete these pre-populated links or add new ones.  
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The default español tab contains the following portlets, in addition to the standard 
navigation and quotation portlets: 

1. News portlet: Displays links to the most current library news items. This portlet is 
only displayed if current, published news items exist in the site. When you first gain 
access to your library site, it may include a sample published news item, which you 
should remove or update. 

2. Library catalog portlet (if available for your library): Allows users to search your 
library catalog and access their personal library accounts. Library catalog access 
and library account access must be configured by a Plinkit Administrator and are 
only possible if the systems used by your library include Web interfaces that can be 
integrated with Plinkit. 

3. Búsqueda de web portlet: Allows users to search the Internet using Google.  

4. El mundo portlet: Displays the top headlines from El Mundo. Clicking a headline 
opens the El mundo site with the selected article displayed. Clicking see more in 
the portlet displays a full list of headlines. 

5. BBC mundo portlet: Displays the top headlines from BBC-Mundo. Clicking a 
headline opens the BBC mundo site with the selected article displayed. Clicking 
see more displays a full list of headlines. 
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The News & Events Tab  

The news & events tab provides access to news and event items for your library 
and community. To view these items, click the news & events tab below the library 
logo area or click the News & Events link in the navigation portlet.  

 

Plinkitôs news and event features allow Plinkit editors to create news items and 
event announcements that can be displayed conveniently in the news portlet, the 
upcoming events portlet, the calendar portlet, and a special Library Calendar.  

Because news and event items are specific to your library and are time-sensitive, 
they cannot be pre-populated by your Plinkit Administrator. However, your Plinkit 
Administrator may have included sample news and event items on your site so that 
the news portlet and the upcoming events portlet would be visible. You should 
delete these sample items and create your own news and event items, as 
described in ñError! Reference source not found.ò on page Error! Bookmark not 
defined. and ñAdding Single Eventsò on page 62. 
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The news & events tab provides one way for public users to access the news and 
event items you add to your Plinkit site. The basic components of the news & 
events tab include: 

1. News portlet: Displays links to the most current library news items. This portlet is 
only displayed if current, published news items exist in the site. When you first gain 
access to your library site, it may include a sample published news item, which you 
should remove or update. 

 

Note: When you create a news item, you specify a date range 

during which the item should be considered òcurrentó and be 

displayed. If todayõs date falls between the publishing  date  and 

expiration date  defined for a news item, the item appears in the 

news  portlet.  For more information, s ee òContro lling When News 

Items Are Active ó on page 60. 

2. Newspaper icon and News and Announcement link: Opens a list of all of the 
current news items, including brief summaries and links to the full items.  

3. Calendar icon and Library Calendar link: Open the Library Calendar, which 
displays all current library events (see page Error! Bookmark not defined.). 

4. Location & hours portlet: Provides fields for displaying your libraryôs location, 
phone number, and operating hours. Initially, this portlet contains meaningless 
placeholder text. You should replace this ñdummyò text with library-specific 
information as soon as you gain access to your site (see page 34). 

5. Calendar portlet: Displays a calendar for the current month, with the current date 
outlined. Dates for which library event announcements exist are highlighted with a 
differently colored background and bold numbers. Holding the mouse pointer over 
a highlighted date displays basic event information. Clicking a date reveals more 
details about all scheduled events for that date.  

6. Upcoming events portlet: Displays a list of upcoming library events. Clicking any 
event in the list displays more detailed information about the event. This portlet is 
only displayed if future library event items exist in the site. When you first gain 
access to your library site, it may include a sample published library event, which 
you should remove or update. 

 

Note: You can use a collection  to create sub -categories of news and 

event items that can be dis played or searched as a group. For example, 

you could create a collection  that groups and displays all of the 

scheduled movie events for your library. For more information, see òUsing 

Collections to Group Related Information ó on page Error! Bookmark not 

defined. . 
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The Library Calendar 

The Library Calendar is a unique Plinkit page that displays information about 
library events. To view the Library Calendar, click News & Events and then 
Library Calendar in the navigation portlet. 

 

By default, the Library Calendar opens displaying a one-month view of the current 
month. Information about library events is displayed on the appropriate days in the 
calendar. Clicking an event displays the full event announcement. 

 
Note: The Library Calendar  includes only published  events.  
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The Library Calendar contains the following navigation and filtering tools, which 
allow you to view specific time periods or specific types of events: 

1. Calendar view tabs (by time period): Allow you to view a broader or narrower 
segment of time by selecting the day, week, or month tab.  

2. List view tab: Allows you to view in a list format (rather than a calendar) either the 
current calendar items (click the list tab) or calendar items for days that have 
already passed (click the past tab). 

3. Categories check boxes and Refresh button: Allow you to filter the calendar to 
view events in certain categories. By default, the calendar displays all event types. 
To narrow the display to one or more specific categories, check the appropriate 
categories and then click the Refresh button. Only those categories for which 
current or future events exist are available for selection. 

4. Previous, Next, and Today links: Allow you to scroll to the previous or next 
month, week, or day (depending on your view setting). When you are in the 
monthly view, the Today link returns the calendar to the current month. 

5. Date selection drop-down fields: Allow you to ñjumpò in the calendar view to a 
specific day. To do this, select the day you want to view and then click the Jump 
button.  

 

Note: Although you select a specific day when using the Jump  

button, the calendar will be displayed in the same view type you 

were using before the jump. For example, if you are viewing the 

one -month calendar view  and you enter December 25, 2010  and 

click Jump , a calendar for t he entire month of December 2010  is 

displayed.  
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The About Us Tab 

The about us tab provides an area for you to publish basic information about your 
library. To view this area, click the about us tab below the library logo area or click 
the About Us link in the navigation portlet.  

 

Your Plinkit Administrator will initially populate the About Us section with several 
pre-configured pages for posting library information. These pages will contain 
placeholders or ñdummyò text. As soon as your receive access to your Plinkit 
site, you should replace this placeholder material with information that is 
accurate for your library. See Chapter 1 for complete instructions. 

The Who We Are page, which is displayed when you click the About Us link, is 
one of these dummy pages. After you have clicked the About Us link, you will also 
see in the navigation portlet an expanded list of other About Us pages and folders 
that will need to be updated with your libraryôs information or be deleted or hidden 
from view (see page Error! Bookmark not defined.).  

The portlets on the about us tab are the same as those on the home tab (see page 
8 for descriptions of these portlets). 
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Additional Pages and Features for Staff 
Users 

In addition to the standard pages described in the previous sections, standard 
Plinkit sites generally also contain a Staff Area that is only available to library staff 
members who have logged in with a user name and password. In most cases, staff 
users can view, but not edit, the content contained in the Staff Area.  

 

Note: Your Plinkit Administrator can configure your Plinkit site to allow staff 

users to be able to edit content in the Staff Area . 

Logged-in staff users are also able to view content that has been published for 
staff, even if this content is not in the Staff Area. This content is in the staff only 
state and is not visible to public users (users who do not have a login name or who 
have not logged in). The links and titles for such content appear in a different color 
(light green in this manual) than publicly available information.  

Logged-in staff users can also see an additional portlet that is not visible to the 
general public. The recent changes portlet provides a list of the most recent 
changes made throughout the entire Plinkit site. Some staff users are also able to 
view content that is in the private state. This content has not been published for the 
full staff or for the general public. The links and titles for this type of content appear 
in a different color (red in this manual) than either staff only or published content. 

The first screen shot below shows the default Staff Area page, including the recent 
changes portlet. The titles of the Staff Area and Staff Calendar are displayed in 
light green, indicating that they are in the staff only publishing state. These items 
are visible to all logged-in staff users but not to public users.  

The second screen shot below shows the Staff Calendar, which functions exactly 
like the Library Calendar, except that it displays only staff-related events. Any 
logged-in staff user can access this calendar by clicking Staff Area and then Staff 
Calendar in the navigation portlet. The events on the Staff Calendar are 
published only for logged-in staff users. The Staff Calendar and its events are not 
visible to the public or to staff members who are not logged in. 

 

Note: For more information about the different types of staff users and 

their user rights, see òError! Reference source not found. ó on page Error! 

Bookmark not defined. . 
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Chapter 1: 
Getting Started with Plinkit 

This chapter provides step-by-step instructions for getting your Plinkit site up 
and running and updating it with accurate information about your library. 

Preparing for Your Plinkit Site ..................... Error! Bookmark not defined. 

Error! Reference source not found. ........ Error! Bookmark not defined. 

Error! Reference source not found. ........ Error! Bookmark not defined. 

Logging Out of Your Plinkit Siteééééééééééééééééé.33 

Error! Reference source not found. ........ Error! Bookmark not defined. 

Error! Reference source not found. ........ Error! Bookmark not defined. 

Adding a Message from Your Library DirectorError! Bookmark not defined. 

Error! Reference source not found. ........ Error! Bookmark not defined. 

Error! Reference source not found. ........ Error! Bookmark not defined. 

Error! Reference source not found. ........ Error! Bookmark not defined. 
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Preparing for Your Plinkit Site 

Before a Plinkit site can be created and configured for your library, you must enter 
into a Partnership Agreement with the state or regional system library that will host 
and administer the site. The Partnership Agreement outlines the responsibilities of 
both the state or regional system library and your library with regard to configuring 
and maintaining your Plinkit site and contributing to further Plinkit development. 

Your state or regional system Plinkit Administrator will review the Partnership 
Agreement with you as part of a site configuration process. As another part of this 
process, you will provide the Plinkit Administrator with some basic information and 
at least one image file, as described below.  

Providing Graphics for the Library Logo Area 

One of the most important things you will need to do to customize your libraryôs 
Plinkit Web site is to provide an attractive graphic that will appear at the top of all of 
the pages in your site.  

The area at the top of each page of your site should, at a minimum, display your 
library name. We recommend also including in this area a logo or image associated 
with your library or community. Here is a sample design for the library name and 
logo area. 

 



 

Getting Started with Plinkit  27  

When you are designing the image for the top of your pages, keep in mind that a tall 
graphic will ñpushò the rest of the Plinkit page content down, which may result in 
your users having to scroll more to view the information in the main area of your site 
pages. Notice the height of the library name and logo area in the following example, 
compared to that in the previous example. 

 

The following guidelines will help you design your library name and logo area: 

Á The recommended maximum height for your graphic is 125 pixels. 

Á The recommended maximum width for your graphic is 575 pixels. 

Á The background of the library name and logo area can either contain an image or 
be transparent. 

You will be asked to provide your library logo or graphic to your Plinkit 
Administrator, who will upload it and configure the library name and logo area for 
you during the site configuration process. 
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Planning Contact Us Web Forms 

The About Us section of your site can contain pages that function as e-mail forms. 
These forms provide a convenient way for your site visitors to e-mail questions, 
suggestions, or requests to the correct library staff person, all without leaving your 
libraryôs Web site. 

When your Plinkit site is initially set up, the Contact Us page will contain links to 
several e-mail forms for common activities, as shown below. 

  

A sample e-mail form (the one associated with the Ask your librarian a question 
link) is shown on the next page. 

Although we do not recommend that Plinkit editors attempt to configure or edit e-
mail forms, your Plinkit Administrator can create and customize forms for your site, 
according to your specifications.  

During the site configuration process, you will be asked to specify:  

1. Which of the default Contact Us links and e-mail forms you would like to have 
included in your site.  

2. What changes, if any, are necessary to the forms. 

3. Whether other forms would be useful and, if so, what the required and optional 
fields on such forms should be. 

4. To whom the information submitted on each form should be sent. (For instance, 
purchasing requests might go to purchase@yourlibrary.org, while general 
questions are sent to info@yourlibrary.org.)  

 

mailto:purchase@yourlibrary.org
mailto:info@yourlibrary.org
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This is a sample Web form. When the user clicks submit, the information entered in 
the form is sent to an e-mail address that you have specified during the site 
configuration process. Your Plinkit Administrator can create custom forms to meet 
your needs. These forms can include required fields (indicated with a red box next 
to the field name), fields that initially contain default values (such as the Country 
field above), either/or questions for which a user can select only one option (like the 
Are you a student? question above), and free-form fields (such as the Your 
Question text box above).  



 

30  Chapter 1  

Getting Your Plinkit Site URL and Login 
Information 

After your Plinkit Administrator has received your Partnership Agreement and 
completed the site configuration process, you will receive the following information:  

Your siteôs Web address (URL):          

Your Plinkit login name:          

Your Plinkit password:          

This is all the information you need to get started customizing and maintaining your 
live Plinkit Web site! 

 

Note: The login provided to you will be associated with an  editor  user role, 

which allows you to access and edit certain  areas of your Plinkit site. This 

login and password should be used for all edits to your site.  

If you have requested site access for other library staff members, your 

Plinkit Administrator may also provide you with one or more login names 

and passwords as sociated with the staff user role. Staff users can view all 

areas of your site, including unpublished items and certain staff features 

that are not available to public users.  Staff users usually do not have any 

editing rights by default, although you can ask your Plinkit Administrator to 

assign them limited editing rights (for example, to the Staff Area ) if 

necessary.  

For more information about user roles, see òError! Reference source not 

found.ó on page Error! Bookmark not defined. . 
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Logging In to Your Plinkit Site 

To edit the content of your Plinkit site, you must first log in using the login name and 
password provided to you by your Plinkit Administrator.  

 

Note: Logging in provides Plinkit editor s with access to the menus and tabs 

they need to add and edit content. (Some editors can also delete  

content. ) Editors, as well as l ibrary staff members who are not editors, can 

also log in to Plinkit to view content in the Staff Area , which is not available 

to the public.  Members of the public do not need to log in to view and 

use your library Web site (although they may need to enter a login name 

and password to access certa in research databases  or to access 

informati on about their library accounts ).  

 To log in: 

1. Use your Internet browser to navigate to the Plinkit Web site address provided to 
you by your Plinkit Administrator (see page Error! Bookmark not defined.).  

1. Click the log in or staff log in link, which is usually found in the top right corner of 
most of the pages in your Plinkit site. (Another common location is the very 
bottom of each page.) 

 

2. In the Login Name and Password fields, enter your login name  and 

password  and then click log in. 

 

 

Tip: Your login name and password are case -sensitive, so enter 

them exactly as they were provided to you.  
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If you have entered a valid user name and password, a successful login message 
will appear near the top of the main content window and your user name will be 
displayed in the title bar. You will also be able to see additional content and features 
that are not available when you are not logged in. These features are displayed in 
different colors (red and light green in the examples in this manual) to remind you 
that they are not visible to the public. The screen shot below highlights some of the 
features that a logged-in editor sees that public users do not see. 

 

The specific tabs and menus on the menu bar above the main content area will vary 
depending upon the type of content you are viewing, but they generally allow you to 
edit, add, publish, and delete content (for more information, see ñError! Reference 
source not found.ò on page Error! Bookmark not defined.). In the navigation 
portlet, items that are not available to the public are also shown in different colorsð
in this case, light green for content that is only visible to staff users and red for 
content that is only visible to editors. A recent changes portlet lists the most recent 
changes made to your Plinkit site. These features are not available to public 
usersðor to you when you are not logged in!  

 

Note: The actual color s used to distingui sh the content that is not available 

to the public may be different based on the specific color scheme for 

your Plinkit site . 
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Logging Out of Your Plinkit Site 

When you are not actively editing content or managing your site, you should log out 
of Plinkit to prevent unauthorized access by other individuals or accidental changes 
to the site content.  

To log out, simply click the log out link. (In the default Plinkit configuration, this link 
is located near the upper right corner of each page in your site.) 
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Posting Your Libraryôs Location, Hours, 
and Phone Number 

One of the first changes you should make to your Plinkit site is to post your libraryôs 
address, hours, and phone number. This information is stored in two locations on 
your Plinkit site: in the location & hours portlet and on the Contact Us page.  

 

Note: The location & hours  portlet and the Contact Us  page will initially 

contain fake librar y information, which you should replace as soon as 

possible with accurate information about your library.  

Updating the Location & Hours Portlet 

Behind the scenes, the location & hours portlet actually draws its data from a 
standard Plinkit page, also called Location & Hours. To replace the dummy 
location and hours information that appears on this page and in the portlet: 

1. Log in to Plinkit. 

2. In the Search Site field, type the word l ocation . As you are typing, a 

LiveSearch pop-up window displays site contents that are related to your search 
term. One of these will be the Location & Hours page. 

 

3. In the LiveSearch window, click Location & Hours to open the Location & 
Hours page. The word location will be highlighted on the page because it was 
your search term. 

4. Click the edit tab that appears above the Location & Hours page. 
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The Edit Page page will open with the Default information section displayed.  

 

Tip: You can view and edit other information and content for the 

page by clicking Categorization , Dates , or Settings, although you 

typically will not need to make edits to those sections for the 

Locations & Hours  page.  

5. In the Body Text area, replace the fake location and hours information with 
accurate data about your library. In this example, we will merely replace the street 
number 255 with the number 123. 

 

 

Note: Because the location and hours information will be 

displayed in a portlet, we recommend that you avoid making any 

significant modifications to the  default  narrow, centered layout of 

the Location  & Hours content.  
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6. When you have finished editing the page, scroll down to the bottom of the window 
and click save. 

 

The main content area automatically switches to the view tab so that you can 
review your edits. The new information is also displayed immediately in the 
location & hours portlet in the right column of the Plinkit page. 

 

 

Editing the Contact Us Page 

In addition to updating the location & hours portlet, you should also add your 
libraryôs contact information to the Contact Us page. Public users can access this 
page from the About Us section of the navigation portlet, or by clicking the 
contact link that appears in the top right corner of every Plinkit page. 

To update the Contact Us page: 

1. Log in to Plinkit. 

2. In the top right corner, click the contact link to open the Contact Us page. 

 

3. Click the edit tab that appears above the Contact Us page. 
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4. In the Body Text area, add your libraryôs mailing address, phone number, and 
any other contact information you want to include. 

 

 

 

Tip: You can use the buttons and tools that appear on the Body 

Text toolbar to add basic formatting to your text. These tools, 

which behave much like the tools and buttons in most word 

processing programs, are described in òFormatting and Editing 

Conte nt with the Kupu Editor ó on page 133. 

 

 

Note: The e-mail links that appear on the Contact Us  page are 

associated with Web forms that must be configured by a Plinkit 

Administrator. See òPlanning Contact Us Web Forms ó on page 28 

before editing or deleting the se e-mail links. 

5. When you have finished editing the body text, scroll down to the bottom of the 
page and click save. 

 

The main content area automatically switches to the view tab so that you can 
review your edits.  
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Editing, Hiding, and Deleting Existing 
Pages 

The last section described how to edit the Contact Us page. You should also edit, 
hide, or delete the following pages in the About Us section of your Plinkit site, since 
they initially contain meaningless placeholder text: 

Á Who We Are (the default page for the About Us folder) 

Á Library Services 

Á Supporting Your Library 

Á Your Library Card 

 

Note: The procedures given belo w can be used to edit, hide, or delete 

any existing standard content page in your Plinkit site. These procedures 

are discussed here in the context of the About Us  pages because the 

About Us  pages initially contain meaningless content that should be 

replace d, hidden, or removed as soon as possible. For information about 

expanding your site by adding completely new pages, see òAdding a 

New Page to Your Site ó on page 108. 

Editing Pages 

If you want to replace placeholder text or otherwise edit an existing page, follow the 
basic procedure described in ñEditing the Contact Us Pageò on page 36. Briefly, the 
procedure is: 

1. Log in to Plinkit. 

2. Navigate to the page you want to edit. 

3. Click the edit tab. 

4. In the Body Text area of the edit tab, edit the page content. 

5. Click save. 
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Hiding Pages 

In some cases, you may want to remove a page from public view temporarily. For 
example, perhaps a program has been canceled effective immediately, but you do 
not have content written yet to explain the sudden cancellation or the rescheduled 
date. In this case, you would want to pull the outdated information down 
immediately, even if you did not have replacement text ready. To do this, you would 
hide the page while you created the new text. 

 

Note: In other cases, you may want to start working on a new version of a 

page but still leave the old content on the live site while you are working 

on the new content. For example, perhaps your site has a Story of the 

Week  description page that provides a summ ary of the story that will be 

featured at Storytime  on Friday afternoon . You want to change the 

content of that page on Friday evening, immediately after Storytime 

happens , to reflect the story for the following week. In cases like this, you 

can use the Wo rking Copy feature to create a second version of a page 

that you can edit while the òoldó version of the page is still visible on the 

Web. Then when you are ready to post the new version of the content, it 

will be ready to go. For more information about th is feature, see òError! 

Reference source not found. ó on page Error! Bookmark not defined. . 

To hide a page from public view, you simply change its publishing state, as 
follows:  

1. Log in to Plinkit. 

2. Navigate to the page you want to hide from public view.  

In the example below, we will hide the page called Supporting Your Library, 
which is usually included with your initial Plinkit site. We have navigated to this 
page, which is located in the About Us section of the site. 
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Tip: We can tell that this page  is visible to the public (that is, that it 

can be viewed by users without logging in to Plinkit) because the 

state  displayed in the view  menu  bar is published . Pages with a 

state other than published  are not visible to the general public.  For 

more information, see òError! Reference source not found. ó on 

page Error! Bookmark not defined. . 

 

3. On the menu bar, click published and then select hide. 
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A message at the top of the page confirms that the publishing state of the page 
has been changed, and the publishing state changes to private. The page title in 
the navigation portlet now appears is the color associated with the private state 
(in this case, red), indicating that the page is not visible to the general public. 

 

 

Note: Materials in  the  private  state are visible only to logged -in editor  users. 

For more information about publishing states, see òError! Reference source 

not found. ó on page Error! Bookmark not defined. . 

 

 

Tip: When you are ready to r epublish a page, repeat this procedure to 

change the publishing state  from private  to published . See òAdding a 

Message from Your Library Director ó on page Error! Bookmark not defined.  

for an example of how to publish a hidden item.  

Deleting a Single Page 

In some situations, a page may become obsolete or, in the case of pages provided 
by your Plinkit Administrator, may not apply to your library. You can delete pages 
that you do not believe you will use in the future. (If you think you might use a page 
in the future, you can simply hide it, as described in the last section.) 

 

Note: The basic procedure given below can be used to delete any single 

selected item (such as a page or a folder and all of its contents). If you 

want to delete multiple items (that are not in a single folder), use the 

action buttons on the contents  tab (see òThe Contents Tab ó on page 97). 

To delete a page from your Plinkit site: 
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1. Log in to Plinkit. 

2. Navigate to the page you want to delete.  

In this example, we are deleting a page called Our Volunteer Librarian 
Program. (This is not one of the pages that comes with your default site. We 
added it so that we could show you how to delete pages. For information about 
adding pages, see ñAdding a New Page to Your Siteò on page 108.) 

 

3. On the view menu bar, click actions and then select delete. 

  

The page will reload with a message asking if you are sure you want to delete the 
selected page. 

4. If you are certain that you want to delete the page, click delete. 
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Note: Before confirming the deletion, make sure that the correct 

item is listed in the delete confirmation message (in this example, 

Our Volunteer Librarian Program ).  

 

The delete  function that is invoked from the actions  menu  applies  

to the item that was selected when  the  delete  menu item was 

selected . For example, i f you are viewing a folder  when you click  

delete , that folder and all of the items in it will be deleted if you 

click delete  in the confirmation message . 

A message at the top of the page confirms that the page has been deleted, and the 
page no longer appears in the navigation portlet. 
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Adding a Message from Your Library 
Director 

You may want to include on your Plinkit Web site a welcome message from your 
library director. To help you get such a message in place quickly, your initial Plinkit 
Web site will include a sample Directorôs Message item that you can update with a 
message from your actual director. 

The sample Directorôs Message provided with your site is a news item, which 
means that it functions a bit differently than the About Us pages described in 
previous sections. Unlike standard Plinkit content pages, news items are featured in 
the news portlet. Posting a Directorôs Message as a news item calls attention to 
the message and makes it easy for users to access it. 

 

Note:  Although the procedures in this section deal with a specific news 

item that comes with your in itial site, these procedures apply to any news 

item. For more information about creating brand new news items, see 

òError! Reference source not found. ó on page Error! Bookmark not 

defined. .  

The Directorôs Message will initially be private, which means that the general 
public will not be able to view it. To post a message from your director for public 
viewing, you will need to update the content of the sample Directorôs Message 
news item and then change the itemôs publishing state to make the message 
available to the public. You may also choose to change the publishing date setting 
for the Directorôs Message periodically if you want it to continue to show up 
prominently in the news portlet.  

Updating and Publishing the Directorôs Message 

1. Log in to Plinkit. 

2. In the Search Site field, type the word directorôs. As you are typing, a 

LiveSearch pop-up window displays site contents that are related to your search 
term. Click the Directorôs Message news item. 
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The Directorôs Message opens in the main content area and the menu bar and 
navigation portlet indicate that is has a publishing state of private. 

 

3. Click the edit tab to open the Edit News Item page. 
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4. If desired, edit the text in the Title box and the Description box. You can also 
use the default title and description, as we have elected to do in this example. 

 

5. In the Body Text box, delete the existing placeholder text by highlighting it with 
your mouse and then pressing the Delete key on your keyboard. 

6. Enter the text of your new Directorôs Message. 

 

 

Tip: You can use the buttons and tools that appear on the Body 

Text toolbar to add basic formatting to your text. These tools, 

which behave much like the tools and buttons in most word 

processing programs,  are described in òFormatting and Editing 

Conte nt with the Kupu Editor ó on page 133. 

7. Scroll down to the Image area of the Edit News Item page, where you will see 
the image that was used in the default Directorôs Message.  

 

You can either replace this image with a picture of your director or library, or you 
can simply remove the image. If you remove the image, no picture will be included 
in your Directorôs Message. 
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8. Either delete or replace the original image: 

Á To delete the default image so that no image will be published with the message, 
select the Delete current image option and then skip to step 9. 

 

Á To replace the default image with an image of your director or library, click the 
Replace with new image option and then click Browse.  

 

 

Tip: When viewing form pages that include radio button 

choices (that is, a list of options from which you are to select 

only one option by clicking the appropriate circle), it is best to 

avoid using the scrolling wheel o n your mouse. Using such 

òmousewheelsó can change radio button selections and result 

in unexpected behavior. We recommend alway s using the on -

screen scroll bar s to navigate through your site when you are 

logged in as an editor  user. Mousewheels can also ch ange 

drop -down menu selections unexpectedly.  

In the browsing and selection window that opens, navigate to the image file 
you want to use, highlight it, and then click Open. (The image must be 
stored on your hard drive or network.) 
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9. Scroll to the bottom of the Edit News Item page and click save. 

 

The main content area automatically switches to the view tab so that you can 
review your changes. In the example below, we selected a new image. 

 

 

Tip: If you replaced the image but the old image is still being 

displayed, click your browserõs Refresh button.  

10. If you are satisfied with the message and image, click private on the menu bar 
and then select publish to make the message visible to all users. 
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After you select publish, a message at the top of the page confirms the change 
and the publishing state changes to published. The color of the message link in 
the navigation portlet also changes to the color for public messages. 

 

A link to the Directorôs Message should now also appear in the news portlet.  

 

 

Tip: If the Directorõs Message does not appear in the news  portlet , 

or if it appears near the bottom of the list of news items (as in the 

example above), follow the procedures in the next section.  
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Changing the Publishing Date for Your Directorôs 
Message 

The Directorôs Message is a news item, so it is displayed in the news portlet that 
appears in the left column of most Plinkit pages. However, since the news portlet 
only displays the titles of and links to the most current news items, your Directorôs 
Message may sometimes move down or even slip off the news portlet list. As we 
saw in the last section, the Directorôs Message may even appear near the bottom 
of the news portlet when you first publish it. 

 

This Directorôs Message appears near the bottom of this list because its 
publishing date is April 12, 2010 and two other news items with later publishing 
dates exist. You can use the Dates view of the edit tab to change the publishing 
date for any content item in your site. 

To make certain that your Directorôs Message is prominently placed on the news 
portlet, periodically change the publishing date of the message: 

1. Log in to Plinkit. 

2. Use the Search Site field to locate and open the Directorôs Message. 

3. With the Directorôs Message open, click the edit tab. 
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4. Near the top of the Edit News Item page, click Dates. 

 

 

Note : The breadcrumb (you are here ) trail and the  navigation  

portlet indicate that we are editing the Directorõs Message. 

5. Change the publishing date to todayôs date.  

 

 

Note: The publishing date  is the date on which an item will 

become visible to the public (if it is in the published state). This is 

also the date used to order the news items in the news  portlet. 

When you first create a new s item, the publishing date is set to the 

current date by default.  

 

 

Tip: If you want the Directorõs Message to be visible at all times, do 

not specify an expiration date . Remember, though, that you may 

still need to update the publishing date periodicall y if you want the 

message to continue to appear near the top of the news  portlet.  
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6.  Scroll to the bottom of the page and click save.  

 

Notice that the Directorôs Message now appears at the top of the news portlet. 

 



 

54  Chapter 1  

Creating and Managing News Items 

In the last section we introduced one specific example of a news item: the sample 
Directorôs Message that is included with new Plinkit Web sites. We described how 
to change the content of this preconfigured news item, publish it, and change its 
publishing date (in order to ensure it would appear near the top of the news portlet). 

In this section, we will describe how to create brand new news items. After you 
have created news items, you can perform the same maintenance tasks on them 
that we described for the Directorôs Message. 

Although news items look similar to standard Plinkit pages when they are displayed 
in the main content area of the Plinkit window, they have some special features that 
standard Plinkit pages do not have. The most important differences between these 
two types of Plinkit items are: 

Á News items generally contain ñtimelyò material about recent events and 
developments, while standard Plinkit pages contain more static information.  

Á News items, because of their need to be current, are configured to be active and 
visible for only a specific, limited period of time, while most standard Plinkit pages 
are not time-sensitive. 

Á The most current news items can be accessed from the news portlet that 
appears on most Plinkit pages, and all current news items can be viewed on the 
Library News and Announcements page. Standard Plinkit pages are not 
grouped and displayed in this way.  

You might use news items to: 

Á Announce library closures 

Á Announce new programs or policies 

Á Announce new acquisitions 
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Creating a News Item 

To create a news item: 

1. Log in to Plinkit. 

2. In the navigation portlet, click the News & Events folder. 

 

The default News & Events page opens with the view tab selected. 

3. Click the contents tab to view the contents of the News & Events folder. 
 

 

4. Click the Library News folder to view its contents. 
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5. On the contents menu bar, click add new and then select news item. 

 

 

Note: All news items (except  the preconfigured Directorõs 

Message ) should be stored in the Library  News  folder.  

After you select news item, a blank Add News Item form opens. 

6. In the Title box, enter a title for your news item.  

 

 

Tip: The red square next to the word Title indicates that this field is 

required. You must enter a title. The title is displayed on the news 

portlet and the Library  News and Announcements  page.  

7. If desired, enter a short description in the Description box. 

 

 

Tip: Entering a description is optional, but encouraged. The 

description appears in search results, in the summary view of news 

items on the Library News and Announcements  page, and in the 

hovering text box  that appear s when a user rests the mouse 

pointer over a news item link.  
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8. In the Body Text box, enter the text of your news item. 

 

 

 

Tip: You can use the buttons and tools that appear on the Body 

Text toolbar to add basic formatting to your text. These tools, 

which behave much like the tools and buttons in most word 

processing programs, are described in òFormatting and Editing 

Conte nt with the Kupu Editor ó on page 133. 

9. If you want to add an image to your news item, scroll down to the image area of 
the Add News Item page and click Browse.  

 

In the browsing and selection window that opens, navigate to the image file you 
want to use, highlight it, and then click Open. (The image must be stored on your 
hard drive or network.) 
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10. If you have added an image and you want a caption to appear beneath it, enter a 
short caption in the Image Caption box. 

 

11. Scroll to the bottom of the Add News Item page and click save. 

 

The main content area automatically switches to the view tab so that you can 
review your new news item. The new announcement is in the private state, which 
means that it has not yet been published. 
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12. If you are satisfied with the news item, click private on the menu bar and then 
select publish. 

 

A message at the top of the page confirms that the publishing state of the page 
has been changed, and the publishing state indicator changes to published. 

 

Your newly created news item should now also appear in the news portlet. (Click 
the news & events tab and scroll down to the news portlet to check.) 

 

 

Note: By default, new news items are active immediately and 

indefinitely from the time you create them. However, since most 

news items are time -sensitive, you will probably want to create an 

end date for your news item, as described in the next section.  
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Controlling When News Items Are Active 

When we created and published a new news item in the last section, we saw that 
the item was displayed immediately on the news portlet. This happens because the 
publishing dateðthe date on which the news item becomes visible to the publicð
initially defaults to the date on which a news item is created.  

By default, new news items will be displayed indefinitely. Since most news items 
are time-sensitive, however, you will probably want to add an expiration date to 
your news items. In some circumstances, you may also want to change the 
publishing date. 

To change the publishing and expiration dates for a news item: 

1. Log in to Plinkit. 

2. Navigate to the news item.  

a. In the navigation portlet, click the News & Events folder. 

b. Click the contents tab. 

c. Select the Library News folder. 

d. Click the name of the news item you want to edit. The news item is 
displayed in the main content area with the view tab selected. 

3. Click the edit tab. An Edit News Item page opens for the news item. 

4. Near the top of the Edit News Item page, click Dates. 

 

In this example, the breadcrumb (you are here) trail and the navigation portlet 
indicate that we are editing the news item Weeknight Hours Extended!. 
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5. If desired, change the publishing date. This is the date on which the news item 
will become visible to the public (if it is in a published state).  

 

 

Note: The publishing date is also the date used to order the news 

items in the news  portlet. When you first create a new item, the 

publishing date is set to the current date unless you specify a 

different date.  

 

6. If you want the news item not to be visible after a certain date, select an 
expiration date. In this example we want the news item to stop appearing on the 
site on June 1st, one month after the new hours go into effect.  

 

7.  Scroll to the bottom of the page and click save. 

 

 

Note: Remember that the publishing date also determines the 

order of n ews items in the news  portlet. If you will be posting a 

news item for a long period of time, you may need to update the 

publishing date periodically to ensure that the news item remains 

visible on the news  portlet. See òChanging the Publishing  Date for 

Your Directorõs Messageó on page 51 for an example.  
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Managing Events in Plinkit 

Plinkit has several built-in features that allow users to view information about 
upcoming library events: 

Á The Library Calendar displays basic event information in a calendar view. 
Resting the mouse pointer over an event listing displays additional event 
information, while clicking an event opens a new page that contains all of the 
information available for the event. 

Á The calendar portlet is a small calendar that appears in the right column of most 
Plinkit pages. Dates for which library event announcements exist are highlighted 
with a differently colored background and bold numbers. Resting the mouse 
pointer over a highlighted date displays basic event information, while clicking a 
date opens a new page that contains summary information about all scheduled 
events for that date.  

Á The upcoming events portlet appears on most Plinkit pages and displays a 
summary list of upcoming library events. Clicking an event in the list opens 
detailed information about the event. 

The information displayed in the Library Calendar, the calendar portlet, and the 
upcoming events portlet is based on special Plinkit items called events. The 
subsections below describe how to add single events, define regularly recurring 
events, and edit existing events. 

Adding Single Events 

Once you have added an event to your site and published it, information about the 
event will be displayed in the Library Calendar, the calendar portlet, and the 
upcoming events portlet. From each of these locations, users can navigate to 
more detailed information about the event. 

To add an event to your site: 

1. Log in to Plinkit. 

2. In the navigation portlet, select News & Events and then Library Calendar to 
open the calendar. 
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The Library Calendar opens. 

 

 

Note: By default, the Library Calendar  initially displays all published 

events for the current month. You can select other time periods to 

view. You can also use the Categories  check boxes at the top of 

the ca lendar to view only events in certain categories. See òError! 

Reference source not found. ó on page Error! Bookmark not 

defined.  for more information.  
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3. Click the add event tab. 

 

The Add Event page opens. 

4. In the Title box, enter a title for your event.  

 

 

Note: The red square next to the word Title indicates that this field is 

required. You must enter a title for your event item.  

5. If desired, enter a short description in the Description box. 

 

 

Note: Entering a description is optional, but encouraged. The 

description appears in search results and in the pop -up text that 

appears when a user rests the mouse pointer over the event date 

in the calendar  portlet or the event title in the Library Calendar . 
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6. In the Event Location field, enter the location for the event. 

 

 

Note: This field is not required, but we strongly recommend that 

you include the event location.  

7. In the Event Starts and Event Ends fields, select the appropriate start and end 
date(s) and times for the event. 

 

8. In the Event body text box, enter any other information you want to include 
about the event. 

 

 

Tip: You can use the buttons and tools that appear on the Event 

body t ext  toolbar to add basic formatting to your text. These tools, 

which behave much like the tools and buttons in most word 

processing programs, are described in òFormatting and Editing 

Conte nt with the Kupu Editor ó on page 133. 

9. Enter in the Attendees box the names of any special attendees or guests you 
want to publicize. In this example, we have chosen not to list attendees. 
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10. In the Event Type(s) box, select at least one event type. If your event fits into 
more than one of the event categories listed, hold the Ctrl key (Windows) or the 
Command key (Macintosh) down on your keyboard and then click each 
applicable event type. 

 

 

Tip: Event  type s are  used to filter e vents in the calendar. A user 

might choose  options to view only activities for adults, for instance. 

You should  specify at least one event type.  

11. If there is a Web site associated with the event, enter the URL for the site in the 
Event URL box. We did not include a URL in this example. 

 

12. If applicable, enter a contact name, e-mail, and phone number for the event. 

 

 

Note:  Contact information is optional. If you do enter information 

here, it will be posted on the Internet, so it is a good idea to check 

with the conta ct person before entering his or her  information.  

13. Click save. 
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The main content area automatically switches to the view tab so that you can 
review your new event item.  

 

Notice that the new event item is in the private state, which means that it has not 
yet been published. The event will not appear in the upcoming events portlet, 
the calendar portlet, or the Library Calendar until it is published. 

14. If you are satisfied with the event item, click private on the menu bar and then 
select publish. 

 

A message at the top of the page confirms that the publishing state of the event 
has been changed, and the publishing state indicator changes to published.  
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The new event now appears in the Library Calendar and the calendar and 
upcoming events portlets. 

 
 

 

Note s: The upcoming events  portlet lists events by their start dates, 

beginning with the earliest start date. Events are removed from the 

upcoming events  portlet (but not the calendars) when their start 

times pass.  

 

Events a re automatically excluded from navigation, so event items 

will not be listed under the Library Calendar  folder in the 

navigation portlet . For more information, see òExcluding Items from 

the Navigation Portlet " on page 124. 

 

Adding Regularly Recurring Events  

Your library likely has certain eventsðsuch as story hours, movie nights or training 
classesðthat are held on a regularly recurring schedule. You can add these events 
to the Library Calendar by creating a single event item and defining the pattern of 
the recurrence. 

To add an event that recurs on a regular schedule to the Library Calendar: 

1. Log in to Plinkit. 

2. In the navigation portlet, select News & Events and then Library Calendar to 
open the calendar.  
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3. Click the add event tab.  

4. Enter the event title, short description, location, start and end dates and time, 
body text, attendees, type(s), URL, and contact information as applicable (see 
previous section for detailed instructions). 

 

Note s: A title  and start and end dates and times are  required, but 

the other fields are optional.  

For the start and end dates and times, enter the date of the first 

occurrence of the event and the start and end times that will 

apply to every event.  

5. At the top of the Add Event page, click Recurrence. 

 

6. Select the Enable event recurrence check box. 

 
The page will refresh and display fields for defining the recurring schedule. 

7. In the Event Time area, edit the Start and End time if necessary. These times 
are initially carried over from the information you entered in the Default view. The 
Duration is calculated automatically based on the Start and End times. 
 

 

8. In the Recurrence Pattern area, select how often the event repeats.  
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Note:  In the  example  above , we have scheduled the event to repeat on 

the fourth Monday of every month, but there are many options for 

defining the recurrence pattern. The fields available in the right half of 

the Recurrence Pattern  box will vary depending on which option you 

select  on the left.  

Here is a second example: If you wanted an event to occur twice a 

week, you would select Weekly  on the left and then select the 

appropriate days of the week on the right.  

 

9. In the Range of Recurrence box, indicate when you want the pattern to start and 
end. The start date is initially carried over from the date you entered in the 
Default view. 
 

 

10. If you want to delay the appearance of this event on public calendars, click Dates 
and edit the publishing and expiration dates. (For more information, see 
ñChanging the Publishing and Expiration Dates of News Items" on page 126.)  

11. Click save. 
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The main content area automatically switches to the view tab so that you can 
review your new recurring event.  

 

Notice that the new event item is in the private state, which means that it has not 
yet been published. The event will not appear in the upcoming events portlet, 
the calendar portlet, or the Library Calendar until it is published. 

15. If you are satisfied with the event item, click private on the menu bar and then 
select publish. 

 

A message at the top of the page confirms that the publishing state of the event 
has been changed, and the publishing state indicator changes to published.  

 

The event will now appear in the Library Calendar and the calendar and 
upcoming events portlets (unless you have specified a future publishing date). 
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Note:  The procedure described above is for adding events that have a 

predictable, regularly recurring schedule (such as every Friday at 3:00 PM 

or every first Monday of the  month at 7:00 PM) and have the same event 

information for every occurrence. If you have events that are similar but 

that do not follow an easily definable recurring schedule ñor that require 

different event descriptions or details each time ñyou can use the  copy 

and paste feature to quickly create similar events:  

1. From the view  tab of one of the events  you have already added to 

the Library C alendar , click the actions  menu and select copy . (For 

more information about the Actions Tab , see The Actions Menu  on 

page 105.) 

2. Click the actions  menu again and select past e.  

3. Navigate to the  Library Calendar  and click on  the newly created 

event. (It will be in the Private  state).  

4. From the edit  tab, edit the even t details as needed and click save .  

 

5. If necessary, c hange the state of the newly created even t to 

published .  

 

 

Editing Existing Events 

As with most content types in Plinkit, you can edit an event you have already 
created and saved. To edit an event, perform the following general steps: 
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1. Log in to Plinkit. 

2. Navigate to and open the event you want to edit. 

3. Click the edit tab. 

4. Make your edits and then click save. 

5. If the event has not yet been published and you want to make it visible to all users 
(including the public), click private on the menu bar and then select publish. 
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Posting Information about Community 
Organizations 

Plinkitôs Community Organizations feature allows you to create and maintain a 
searchable online directory of organizations in your community. To build your 
community organizations database, you will create special Plinkit items called 
organizations. These items are all stored in a special Community Organizations 
folder within the eShelf & Research folder. 

When public users click on the Community Organizations folder, a search page 
opens that they can use to search for organizations by keyword or by organization 
title words. Users can also view the complete list of community organizations by 
clicking on the alphabetical list link or by submitting a search with no search terms 
specified. Clicking on a particular organization name in the alphabetical list or a 
search results list opens a page that provides detailed information about the 
organization. 

You can use feedback from your users to help you maintain and expand your 
community organizations database. A link on the search results page opens a form 
that site visitors can use to recommend additions to the community organizations 
database and to submit additional information or corrections about organizations 
that are already included. This feedback is e-mailed directly to an address you 
specify to your Plinkit Administrator during the site configuration process. 

To add community organizations to your Plinkit site: 

1. Log in to Plinkit. 

2. In the navigation portlet, click eShelf & Research and then Community 
Organizations.  

 

The default Community Organizations search page opens with the view tab 
selected. 
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3. To view all of the contents of your Community Organizations folder, including 
unpublished organization items, click the contents tab. 

 

 

Tip: This step is optional when creating new organization items, but 

it can be helpful to review what organizations have already been 

created and whether any organizations exist in an unpublished  

(private ) state (see sample screen shot below ). Only organizations 

with a published  state are visible to the public.  

4. On the menu bar, click add organization. 

 

A blank Add Organization page opens. 

 

Tip: You can click add organization  from either the view  tab or the 

contents tab  of the Community Organizations  page.  

 




























































































































































































































































































