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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. .......ccoooeeiiiniiiiiinie s 2
Error! Reference source Not fouNd. .......coooveiieiiiiieiiie e 4
Error! Reference source not found. ........ Error! Bookmark not defined.
Error! Reference source not found. ........ Error! Bookmark not defined.
The Kids & Teens Tab.........cccccveeeeveennennne 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 .........ccccceeveennennne 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.




What Is Plinkit?

Overview

Plinktst ands f or APubl ioc alhidb r &veheautloring er faace Ki t
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 p
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)gr ant cal | eddo Admd owarsACiTriotni al | 'y ad mi
through the Oregon State Library. InformACTion was sponsored by the Multhomah
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 systembs Plinkit Administrator, but t
Plinkit editors at each library.
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When your | i br aeigfistdaunened, invkl alteadyéentain 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:

A Online resources for Kids & Teens
A A selection of online information tools in Spanish

A 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

l' i brarydés | ocation, hours, programs,
password and use Plinkités intuitive
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.

Welcome to Plinkit! 3
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About This Manual

Purpose and Audience

This manual is intended to help Plinkit editors get their librarieséPlinkit 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

' i brarydos Plinkit Web site. Phnkiedtdr.i br ari es may

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

|l ook and feel of youAsalesul theascrged shotshnithisn ki t Web si
document will not match the appearanceofyour | i brarybés Web site exac

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:

A Introduction: Welcome to Plinkit & 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.

A Chapter 1: Getting Started with Plinkit & 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.

A Chapter 2: Getting More Familiar with Plinkit 8 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.

A Chapter 3: Expanding and Maintaining Your Plinkit Site 8 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.

A Chapter 4: Using Pl inldiDesrbeshawoanarmged Feat ur e
versions of your site content and the position and appearance of portlets.

A Appendix A: Frequently Asked Questions 8 Provides answers to questions that
are frequently asked about Plinkit. This is a good place to begin troubleshooting if
you encounter problems.

A Appendix B: Documentation Specific to Your State or Regional System &
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: Al t hough your | ibraryds Plinkit W
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.

Welcome to Plinkit! 5



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
manual 6s section headings ar
Italic type Indicates placeholder or variable text. For example, User
Name indicates that you should type in your assigned user
name, not the words fAUser Ng
Courier Indicates text or characters to be entered into a field. If the text
font isinitalics , you should substitute your own text or values.
If the text is not in italics, enter the exact characters provided
in the procedure.
== | | Highlight areas of the Plinkit interface that are discussed
specifically in the accompanying text. (If you are viewing a
Thick, color printout, the outlines are dark blue in color.)
rounded
rectangle
outlines in

screen shots

O

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.

Introduction



Getting Familiar with Plinkit Pages

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

PuBLiCc LIBRARY INTERFACE KIT

home kids & teens

you are here: homef 3

eshelf & research espariol news & events about us

o staff log in

navigation
(3 Kids & Teens
[ eShelf & Research
13 Espafiol

() News & Events

() About Us

Director's Message
April 19, 2010

Welcome to the Plinkit Public Library

@#;«

Your library resources available anytime, anywhere:

Search your library catalog:
Keyword = GO

@ Advanced Search | & Your Account

eShelf & Research - Work and research from the office or from home, anytime:
= Materials Online: books, articles, research databases, and more
= Community Organizations: local, nonprofit groups and services

» Good Reads: book reviews, top sellers, author interviews, and news headlines

IM
LOCATION

123 Nw Plinkit St.
Plinkit, OR 97128
503-555-5555

HOURS
Tue-Thu: 10am-6pm
Fri-Sat: 10am-5pm

Sun-Men: Closed

April 2010

Weeknight Hours » Digital Exhibits: historic photos and maore

Extended!
April 19, 2010

Have a Question? Especially for Students

Storytime Moving
to Fridays at 3:30

March 15, 2010 @ Ask your local librarian or try @OSLIS: Bringing information to
' ‘:.‘83\?“’;\ @L-net, Oregon's statewide students around the state.
{ ¢
More news... " live-chat reference service.

"A room without
books is like a body

0 3

[& Friday Afternoon
Storytime

Children's Area, 2nd

floor,

April 23, 2010

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.  ( &meoe! Réference source
not found.0 o n Epa!Beokmark 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. Youareher e fbr e adc Indicaidswhete thagade you are viewing is
located within the Plinkit site structure. The current page is the right-most item in
the trail You can navigate fiupo to
clicking the appropriate link in the breadcrumb.

4. Standard top banner links:

A Site map link: Opens a hierarchical view of the contents of the entire Plinkit site.
Click any item listed in this site mapt o

A Accessibility link: Opens a page that describesP 1 i nki t 6 s
features, policy, and compliance.

any

di spl agontenthe it emd s

accessi

Welcome to Plinkit!
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A 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

5. Search field and button: Allow you to search your Plinkit site for pages containing

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.

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.

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, se e Errdr! Reference source not found.o

on page

Error! Bookmark not defined..) On some PIlinkit sites, this link may appear at the

bottom of the page instead of in its default location near the top right corner.

Left and right columns: Contain i p o r tsihall boged 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:

A 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.

Quotation portlet: Displays a different, randomly selected gquotation 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

i nf or mat iEoon Refesercesowrce notfound. 6 on pag

Error! Bookmark not defined.

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

9. Standard action buttons:

A

A

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.)

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

to the Plinkit page.

Print this: Allows the user to print the Plinkit page. Only the content in the main

content area is sent to the printer.

Introduction



The Plinkit Home Tab

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

site map acc

ibility contact

Search Site #. search websitz

PuBLIC LIBRARY INTERFACE KIT

kids & teens

you are here: home

eshelf & research espafiol news & events about us

navigation

(3 Home

("3 Kids & Teens

(73 eShelf & Research
"2 Espafiol

[C3 News & Events

"3 About Us

5

[ Director's Message
April 18, 2010

[ weeknight Hours

Welcome to the Plinkit Public Library

Your library resources available anytime, anywhere:

®

Search your library catalog:

IKeyword j| GO

@ Advanced Search | £ Your Account

eShelf & Research - Work and research from the office or from home, anytime:
= Materials Online: books, articles, research databases, and maore

= Community Organizations: local, nonprofit groups and services

= Good Reads: book reviews, top sellers, author interviews, and news headlines

= Digital Exhibits: historic photos and mare

LOCATION
123 NW Plinkit St.
Plinkit, OR 97128

503-555-5555

HOURS
Tue-Thu: 10am-6pm
Fri-Sat: 10am-5pm

Sun-Mon: Closed

4 5 68 7 8

.12 13 14 15

Extended!
April 19, 2010

Have a Question?

o
01e8% ce
\ ot 3:‘@\«

Especially for Students

@ 0SLIS: Bringing information to w
students around the state. [ Friday Afterncon
Storytime
Children's Area, 2nd

floor,
April 23, 2010

[ Storytime Moving
to Fridays at 3:30
March 15, 2010

More news..

"A room without
books is like a body
without a soul.”
—Marcus Tullius
Cicero (106-43 BC)
Roman statesman,

O)

Ask your local librarian or try
@ 1L-net, Oregon's statewide
live-chat reference service.

[id Library Computer

Resources Training
2nd Floor Computer

orator, philosopher Lab,

April 24, 2010

[d Literary Movie
Might

WWﬂ

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 wheneverthe  home tab is being displayed.

Welcome to Plinkit! 9



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.

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.

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

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
i n your | i br ar yobremow any lnks that appeardnahis aread i t

Location & hours portlet: Provides fields for displayingyour! i br ar yéds | ocati on,

phone number, and operating hours. Initially, this portlet contains meaningless
pl acehol der text. You shoul d -speeificl ace t hi s
information as soon as you gain access to your site (for instructions, see page 34).

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.

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.

10
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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.

site map accessibility contact

Search Site *. search website

PusLIC LIBRARY INTERFACE KIT

kids & teens eshelf & research espafiol news & events
staff log in

you are here: home — kids & teens

r
Kids and Teens: Books, Websites, and more B@Q)m

{(# Home Title -
Homework Help

|3 Homework and Start here for your online research and homewaork help! Search
Research Sites

’ We also have an extensive collection of Web sites for younger kids, middle schoolers, and high Advanced Search
EjKidiElcomsg schoolers that can help you with a wide range of subjects you may be researching for school Yaur Accaunt
(*3 Middle Schoalers assignments. >
(2 High Schoolers Specially for Students Have a Question?

= eShelf & Research

N @ OSLIS: Bringing n Ask your local librarian or try @ L-net, The Wimpy Kid Movie
(@ Espafial information to students c\ajgg:\ei Oregon's statewide live-chat Diary
") News & Events around the state. Lo reference service.

The Sea of Monsters
(Percy Jackson and
the Olympians, Book
2)

= About Us

"To limit the press is Books for Fun

to insult a nation; to = By way of Book Sense, a list of children's books that are flying off the shelves. .
prohibit reading of /ey ving The Emperor's Code

certain books is to = Web sites that talk about books for kids. (The 39 Clues, #8)
declare the
inhabitants to be
either fools or
slaves."

—Claude Adrien
Helvetius (1715-71)
French philosopher,
encyclopedias

Mystery Book Theater
#24: Author Memoirs
Tue, 20 Apr 2010
06:39:33 +0000

Kidsmome Pictionary,
Round 3! Sun, 18 Apr
2010 17:44:27 +0000

Karen's Declaration:
FaaN

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.

Welcome to Plinkit! 11



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. Childrends books thstsdurresteests et §i pgrthel drends book
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 childrenb6s book site kidsmomo. com.

Note: Clickingalinkin the c hi | dr en d s dilessqértet ofthe s Hooks
% for kids and t eens portlet will cause the selected book information to be
displayed.

12 Introduction



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.

site map accessibility contact

Search Site *. search websit=

PuBsLIC LIBRARY INTERFACE KIT

home kids & teens eshelf & research espafiol news & events about us

you are here: home — eshelf & research

eshelf & Research e ()

@ Home Use library tools and resources to d@ new books and materials or do research online. I Title 'I

(23 Kids & Teens Magazines and Research Databases|
[ eshelf & Research Try these databases filled with magam icles, enc.:ycloped\a entri.es, and cth.er materials to ’—Search
ore on any subject, from general interest to business, hobbies, and more.

help you discoy,
Magazines & Advanced Search
Databases Good Reads Your Account

St el Looking for so ing new to read? Interestad in the latest news headlines? we'll get you
als] eads

pointed in the right direction. 7
= .
n AL Community Organizations @

Organizations

Search our database of local community groups or add your own non-profit community Have a Question?
(D Digital Exhibits organization (subjggt to staff approval). o0
= o18% re®
& Espaiol Digital Exhibits etk
[ News & Events Photographs, origl documents, and mare, in a variety of collections.

For Students

1 os

() About Us

Director's Message

April 19, 2010 B
Weeknight Hours
Extended! GOOS[C
April 19, 2010
Search

Storytime Moving
to Fridays at 3:30
March 15, 2010

More news...

"In politics T am
growing indifferent --
I would like it, if T

TN BRI

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.

Welcome to Plinkit! 13



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.

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

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

In some cases, userswill 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.

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.

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

[ i b r Rlimkiyedlior (see page Error! Bookmark not defined. ). Patrons can
use a link on the Community Organizations page to recommend
organizations for inclusion in the database.

Note: The community organization database is maintained by each

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

with example exhibits provided by your Plinkit Administrator. You can

Note: The Digital Exhibits area of your Plinkit site may come pre  -populated
keep or delete these exhibits and  crea te your own (see page 170).

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.

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 haver e moved or replaced these in your
edit or remove any links that appear in this portlet.

Search the web portlet: Allows users to search the Internet using Google.

14
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The Espariol Tab

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

contact

site map  accessibility

Search Site *. search website

PuBLIC LIBRARY INTERFACE KIT

kids & teens eshelf & research espafiol news & events about us

you are here: home — espafiol

@ Home
) Kids & Teens
" eShelf & Research

"2 Espafiol

|5 Bosqueda en
Internet

[ Informacién
General de sitios en
la red

[& Correo
electrénico en
espafiol

[ News & Events

3 About Us

Materiales en Espafiol

1

Director's Message
April 19, 2010

Weeknight Hours
Extended!
April 19, 2010

[ Storytime Moving
to Fridays at 3:30
March 15, 2010

"Happy the people
whose annals are

Las bibliotecas son lugares para reunirnos, buscar informacién y compartir ideas e
intereses.

= Buscadores y directorios.
= Referencia: diccionarios y enciclopedias.
= Para nifios y para jévenes. @ Fables en esparfiol

= Medios de comunicacién: digitales y revistas electrénicas.

= BBC Mundo - Titulares de noticas internacionales (cada hora actualizado):
= Internacional
= Ciencia y Tecnologia
= Economia
= Desportes

= Ameérica Latina

= El Mundo - Informacién actualizada sobre los acontecimientos de actualidad (cada hora
actualizadao):

= Internacional

= Economia

= Ciencia y Ecologia
= Desportes

= Cultura

Search

Advanced Search
Your Account

3
Google
—
[Bdsqueda |
4

Euro...'descontrol’: las
flaguezas de europa
Tue, 20 Apr 2010
14:52 +0200

La Armada briténica
'rescata’ a 200 civiles
Tue, 20 Apr 2010
16:30 +0200

La Haya condena a
Uruguay por
papeleras Tue, 20
Apr 2010 18:02 +0200

bbc mundo
(internacional)

When you first view the espafiol 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 espafiol 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.

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.

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

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.

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.

16
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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.

Search Site #. search website

PuUuBLIC LIBRARY INTERFACE KIT

home kids & teens eshelf & research espafiol news & events about us

you are here: home — news & events

News & Events L. pE(4)

(& Home LOCATION

X 123 NW Plinkit 5t.
(3 Kids & Teens Get the latest news and read about upcoming events here! Plinkit, OR 97128
[ eshelf & Research 503-555-5555

r_ Read the latest News and Announcements from your library! HOURS

g M Tue-Thu: 10am-6pm
=
E=3 Fri-Sat: 10am-5pm
Sun-Mon: Closed
(3 Library Calendar

And don't forget the Library Calendar: Storytimes, Book Discussions, Computer

(2 About Us Classes, and more! | JJ \ P 5
~

1 &

("3 Espafiol

"3 News & Events I

"3 Library News

Director's Message
April 18, 2010

Weeknight Hours
Extended!
April 18, 2010 upcoming events

[ Friday Afterncon
Storytime
Children's Area, 2nd
floor,

Storytime Moving
to Fridays at 3:30
March 15, 2010

. [4] Library Computer
‘The book is hlere to Resources Training
stay. What we're

doing is symbolic of 2k (R Eupe e
the peaceful Lab,
coexistence of the April 24, 2010
book and the p ‘
computer.”
—Vartan Gregorizn [{ Literary Movie
President, NY Public Might

Library Book Group Room, 1st

WWWWWWMWW/AW

Plinkitds news an Blinkeediers to créate aetvsiitenesenda | |
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

d e s c r i Bromd Referencé source notfound.0 o n Epr@r'gBeokmark not
defined. a n dAdding Single Eventsd o n 6p.age

Welcome to Plinkit! 17
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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
di splayed. | f today 0 spuldishihgedate artdl s
expiration date  defined for a news item, the item appears in the
news portlet. For more information, s ee oContro lling When News
Items Are Active 6 on B&ge

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. Calendaricon 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 displayingyourl i br ar yéds | ocati on,
phone number, and operating hours. Initially, this portlet contains meaningless
pl acehol der text. You shoul d -speeificl ace this Adummy

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 canuse 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. Formor e i nf or masing o
Collections to Group Related Information 60 on [Emod 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.

site map accessibility contact

Search Site %.. search website

PueLiC LIBERARY INTERFACE KIT

home kids & teens eshelf & research espariol news & events about us

you are here: home — news & events — library calendar

Library Calendar (3) =)
o
Categories: [ View All [~ Adults [~ Kids [~ Teens| Refresh

[2010 =] [Apr =] [20 =] [ 3ump

o Next Month »

(# Home

[0 Kids & Teens

("2 eShelf &
Research

0 Espafiol
[0 News & Events
[C0 Library News

==
"0 Library
==

(Calendar

(0 About Us 4 5 5] 7 g 10

[& Director's
Message 11 12 13 14 15 16 17

[ Weeknight

Hours Extended!?
April 19, 2010 18 19 20 21 22 23 24

& Storytime
Moving to Fridays at
3:30

March 15, 2010 25 26 27 28 29 30

More news... _ - _

"A book is a story
for the mind. A
song is a story for
the soul.”

—Fric Pio

American poet
» W

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. Listview 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: Al | ow you to fAjumpodo in the cal end
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 fort he entire month of December 2010 s
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.

site map accessibility contact

Search Site *. search website
PuBLIC LIBRARY INTERFACE KIT

home kids & teens eshelf & research espafiol news & events about us

you are here: home — about us

Who We Are o)
location & hours

by Editor — last modified 12:11 AM

(® Home The Plinkit Public Library system is located at 123 NW Plinkit St. The library provides free 123"3;“;_‘?:: =
- - - - - N Nk .
(3 Kids 8 Teens s;:wce? to af\l residents living within the Anytown city boundaries, with services available to all Plinkit, OR 87128
others for a fee.
(03 eShelf & Research BB

e The library system holds over 425,615 materials including over 394,000 books, and 28,000
(3 Espafio compact discs, cassette tapes and books on cassette. Over 315 CD-ROMS are also now HOUES
Tue-Thu: 10am-6pm

available for check-out.
Fri-Sat: 10am-5pm
C3 About Us In total, over 3 million items were checked out of the system during fiscal year 2004-2005! In Sun-Mon: Closed

[® Contact Us addition to these items, thousands of people entered the library to utilize print and electronic
reference resources, access the Internet through the Library’s fiber-optic connection, enjoy =
(33 Library Policies state-of-the-art Wi-fi service, participate in computer and Internet training, view a Library
[@ Library Services exhibit, or attend one of the Library’s many events.
[@ Your Library our friendly and professional staff is eager to serve you. Welcome to the Public Library!
Card

Our Mission

_ The guiding principles for your library
news

Morbi mattis gravida libero. Pellentesque dignissim wisi tincidunt justo. Fusce hendrerit erat.

Director's Message Proin in eros congue pede eleifend congue. Nulla lectus. Maecenas id ante ut arcu porttitor
April 19, 2010 scelerisque. Etiam molestie lacus in lorem. Praesent vestibulum ante at pede. Aliquam
vestibulum lacus a orci. In lacus ora, dickum eget, ultrices in, commodo nec, velit. Vestibulum orci
Weeknight Hours elit, commodo a, rutrum ac, facdilisis et, arcu. Praesent hendrerit purus ac dolor. Fusce sit amet [@ Friday Afternoon
Extended! tortor. Storytime
April 19, 2010 Children's Area, 2nd
Donec vel odio ac gquam lacinia gravida. Vivamus eros diam, pulvinar eleifend, fermentum sit floar,
Storytime Moving amet, varius venenatis, nisl. April 23, 2010
to Fridays at 3:30 = Nulla facilisi.
March 15, 2010 [E Library Computer

= Etiam viverra venenatis justo. Resources Training

Lab,
Donec ornare sapien sed mauris, Fusce consectetuer neque eget mi. Nunc est ord, faucibus

X . . ! April 24, 2010
"A truly great book sed, accumsan a, bibendum in, tellus. Ut et felis. Mauris mauris magna, bibendum nec, sodales !
should be read in at, sollicitudin vitae, leo. Donec neque. Sed a quam. Praesent purus. Suspendisse potenti. - .
youth, again in [@ Literary Movie
maturity and once Donec nec sem et arcu viverra porttitor. Nam in magna ut arcu varius ultricies. Cras at lectus.

Night
Book Group Room, 1st

Your Plinkit Administrator will initially populate the About Us section with several
pre-configured pages for posting library information. These pages will contain
pl acehol der s @ssodnds younyeoeiveé 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.

more in old age, as a Integer fermentum. Maecenas vehicula consequat justo.

Lk gujlding shauld

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
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
Q 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, s Erer! Reference source notfound. 6 on |Emod e
Bookmark not defined.
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site map bil

Search Site ® search

PuBLIC LIBRARY INTERFACE KIT

kids & teens eshelf & research espafiol news & events about us staff area
you are here: home — staff area
Staff Area =S
(3 Home by admin — |=st modifisd 1:15 PM LOCATION
123 NW Plinkit St.
(3 Kids & Teens 3 Staff Calendar — by admin — last modified October 28, 2009 4:01 AM Plinkit, OR 57128
23 eShelf & Research 503-555-5555
(2 Espafiol HOURS
(3 News & Events Tue-Thu: 10am-6pm
Fri-Sat: 10am-5pm
About Us Sun-Mon: Closed
03 Staff Area
2 Staff Calendar
[E Director's Message
April 19, 2010
[y Weeknight Hours
Extended!
April 19, 2010
EY Storytime Moving [ Frlt?lav Afternoon
to Fridays at 3:30 Sturﬁ:jme ) d
March 15, 2010 BiliEs Ry, de
floor,
April 23, 2010
Library Computer
"Life is a library r Traini
owned by an author. =l =) Wiy
It has a few books 2nd Floor Computer
which he wrate Lab,
himself, but maost of April 24, 2010
thermn were written ‘
for him."
—Harry Emerson [@ Literary Movie
Fosdick (1878-1968) Night
American religious Book Group Room, 1st
leader flaar,
April 26, 2010
‘Workshop:
n Anytown Senior Forming a Book Club
Center Book Group Room, 1st
April 20, 2010 floor,
April 28, 2010
n Anytown Thrift
Collection [E Friday Afternocon
April 20, 2010 Storytime
Children's Area, Znd
& workshop: . flaar,
Forming a Book Club docliao2alo
April 20, 2010
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Search Site 2

PuBLIC LIBRARY INTERFACE KIT

home kids & teens eshelf & research espafiol news & events about us staff area
» StaffReader log out

vyou are here: home — staff area — staff calendar

Staff Calendar =S

@ Home by admin — last modified 1:06 PM
(3 Kids & Teens Categories: [~ View All[” Adults [~ Kids [~ Staff Meeting [~ Staff Training [~ Teens| Refresh

[ eShelf & [z010 =] [Apr =] [20 =] [Sump

Research

"2 Espafiol « Previous Month B Today Next Month »

73 News & Events

3 About Us

("3 Staff Area

[ Director's

Message
April 18, 2010 11 12 13 14 15 16 17

[ weeknight

Hours Extended!
April 19, 2010

18 19 20 21 22 23 24

= sorytme R e

Moving to Fridays at
3:30

March 15, 2010
25 26 27 28 29 30

"Buying books
would be a good
thing if one could

also buy the ti
to read t
s
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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.

,,,,,,,,,,,,,,,,,

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 i mportant things you will need
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.

lr) L I N K -Irar [) U -[_) L I L I -[_) [{ /\ [{Y site map accessibility contact
| Iy | Iy C | A )
= . . > —
| [ home | [ kids scteens | [ eshelf & research | [ espafiol | [ news &events | [ aboutus |
log i
wou are here: home — plinkit--public library interface kit
navigation Welcome to the Plinkit Public Library 2o location & hours
Your library resources available anytime, anywhere: LOCATION
123 Wl Plinkit St.
Kids & T P
DOl & oeme Search your library catalog: Plinkit, OR 97123
(3 eshelf & Researc h S03-555-5553
: oo o] = N
P At e VN W
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When you are designing the image for the top of your pages, keep in mind that a tall
graphic will Apusho the rest of the Plinkit
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.

site map  accessibility  contact

IT PUBLIC —

eshelf & research | [ espafiol | [ news G events | [ aboutus | [ testing |

log in

you are here; home

navigstion The Plinkit Public Library = - | Lol G liouirs
3 Home our library resources available anytime, anywhere: LOCATION
Y lib labl t h

- 250 Winter St NE

[Kids & Teens Search your library catalog: Salermn, OR 97301
Phone 503-378-2525
Jeshelf & Research ‘ Keyward {v]l || Saarch |
m’”\/\ﬂ\ nos2

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

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

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

>~

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
|l i braryés Web sit

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.

Contact Us =R

Our mailing address is:

Our phone number is:

[ or you can use the appropriate form below to contact us via e-mail: h
= Interlibrary loan request
= Ask yvour librarian a question
= Make a purchase request
= General comments or suggestions )

We look forward to hearing from you!

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
guestions are sent to info@yourlibrary.org.)
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Ask Us a Question

Reference question form.

If you'd like an answer to a straightforward, factual question just fill in the form below. We will
provide you with an answer (and relevant sources) via e-mail or phone as soon as possible. For
a faster response, please visit the library's reference desk in person or try @ L-Net, Oregon's
statewide live, reference service.

— Contact Information
Full Name (Last, First

Street Address s

|
City =
|

State s

T

Country =
E-mail =

Phone or Fax No. (incl. area code) »

e

— Your Question

f Are you a student? =

" Elementary

¢ Junior High/Middle School
" High School

" College

" Not a student

—

Your Question (please provide as many details as possible) =

\,

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? guestion above), and free-form fields (such as the Your
Question text box above).
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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 sitedbs 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 informati on Ead!&efdrence soarcenat ol e
found. 6 o n [E@od 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 library 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  inresearch databases orto 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

2.

you by your Plinkit Administrator (see page Error! Bookmark not defined.).

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.)

site map accessibility contact

In the Login Name and Password fields, enter your login name  and
password and then click log in.

— Fleaze log in

Login Name F t

- orgot your
|WebEd|tor password?
Password If you have

forgotten your
password, click

here to retrieve it.

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.

site map accessibility contact

Search Site % search website

PusLIC LIBRARY INTERFACE KIT

home kids & teens eshelf & research espafiol news & events about us staff area

4 WebEditor log out
—
you are here: home — news & events — library news

[ contents | [ wiew | [ edit | [ criteria | [ subfolders |
| actions v ‘ display v | add new . v | state: published v location & hours
® Home Library News and Announcements Eas O aTION

(3 Kids & Teens

("3 eShelf & Research

by admin — last modified 11:05 AM
The latest news from your local library

123 NW Plinkit St.
Plinkit, OR 97123
503-555-5555

(2 Espafial HOURS
(3 News & Events Director's Message Tue-Thu: 10am-6pm
by Editor — April 19, 2010 7:19 PM Fri-Sat: 10am-5pm
Your Library Director Welcomes You Sun-Mon: Closed

(3 Library Calendar Read More...

(3 About Us

4 5 6 7 8

.12 13 14 15

(3 staff Area

‘Weeknight Hours Extended!
by WebEditor — April 19, 2010 9:56 PM

recent changes

B Your Library Card New weeknight hours go into effect in May!

April 21, 2010 Read More...

[ Library Services
April 20, 2010|

upcoming events

[i§] Friday Afternoon
Storytime
Children's Area, 2nd
floor,
April 23, 2010

W\A—

Storytime Moving to Fridays at 3:30
by WebEditor — April 13, 2010 §:13 PM

B Supporting Your
Library
\ April 20, 2010

MN/

Be sure to update your calendars!

T T T e

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, s e &rraoii! Reference
source not found.0 o n Epr@r'gBeokmark not defined.). In the navigation
portlet, items that are not available to the public are also shown in different colorsd
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

usersd or to you when you are not logged in!

Note: The actual color sused 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.)

site map accessibility contact

Search Site ®. s=arch websitz
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Posting Your Libraryos Lo
and Phone Number

One of the first changes you should make to your Plinkits i t e i s to post your
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. Inthe Search Site field, type the word | 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.

site map accessibility contact

[¥ Location & Hours [100%]
[5] Nature [13%]
[ Homework and Research Sites [5%:]

Advanced Search...

" add new... ¥ | state: publizshed v location & hours
b e

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.

[ wview | en:litE Ihistory| 2
— {
Location & Hours %

by admin — last modified 3:13 PM

LOCATION
225 NW Plinlit St.
Plinkit, OR 97128
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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. Inthe 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.

wiew edit | [ history |

Edit Page

A page in the site. Can contain rich text

I Default s Categorization Dates Settings I

Title =
\Location & Hours

Description
A short summary of the content

I Body Text l

g B I =

I
i
il
iy
4
1l
nwi

E o4 o= O @ o] owm -

| Mormal paragraph j

LOCATION

EEERNW Plinkit St.

Plinkit, OR 97128
503-555-5555

OURS
e |

Note: Because the location and hours information will be

displayed in a portlet, we recommend that you avoid making any
significant modifications tothe ~ 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.

|
i

¢

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.

l view | N edit | [ history | —
actions ¥ | state: published » location & hours
LOCATION
I m Changes saved. ‘ I

123 NW Plinkit St.
Location & Hours = 503-555-5555

Plinkit, OR 97125

by admin — last modified 2:05 PM HOURS
LOCATION Tue-Thu: 10am-6pm

W Plinkit St. Fri-Sat: 10am-5pm
Plinkit, OR 27128 Sun-Man: Closed

Editing the Contact Us Page

In addition to updating the location & hours portlet, you should also add your

Il i brarydés cont aContact Usfpage. Rublic usersicantaccess 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. Inthe top right corner, click the contact link to open the Contact Us page.

site map accessibility -,h

3. Click the edit tab that appears above the Contact Us page.

view edit history
| actions ¥ | state: published v
Contact Us =25

by Editer — last modified 2:56 PM
Our mailing address is:
Our phone number is:

Or you can use the appropriate form below to contact us via e-mail:

= Interlibrary loan request
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4. IntheBody Textar ea, add your | ibraryo6s mailing add
any other contact information you want to include.

Body Text
B I =

1]
Ml
111
e
L}

£ =2 O 4 2 wm m

|Norma| paragraph j

Our mailing address ] 123 NW Plinkit St., Plinkit, OR 97128

Our phone number is:}503-555-5555

Or you can use the appropriate form below to contact us via e-mail:
= Interlibrary loan request

» Ask your librarian a question

s Make a purchase request

= General comments or suggestions

We look forward to hearing from you!

LAt T pn TN o cmm n ernensd N

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

which behave much like the tools and buttons in most word
processing pr ogr amsFkormatingandEdisngr i b
Conte ntwith the Kupu Editor 6 on QA38ge

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

Note: The e-mail links that appear onthe  Contact Us page are
associated with Web forms that must be configured by a Plinkit
Admi ni st r ®@aming.ConetdsWebForms 6 on R& g
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.

e

¢

The main content area automatically switches to the view tab so that you can
review your edits.
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| wview | N edit | [ history |
actions v | state: published »
m Changes saved. ‘I

Contact Us

by Editor — last modified 2:28 PM

Our mailing addressfis: 123 NW Plinkit St., Plinkit, OR 97128
Our phone number i§: 503-555-5555

Or you can use the appropriate form below to contact us via e-mail:
» Interlibrary loan request

» Ask vour librarian a question

s Make a purchase request

s General comments or suggestions

We look forward to hearing from you!

\MAMW“

38

Chapter 1



Ed

iting, 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:

A

> > >

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

Supporting Your Library

Your Library Card

o

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 addi ngAddingap! e
New PagetoYourSite 6 on [AGBg e

Editing Pages

If you want to replace placeholder text or otherwise edit an existing page, follow the
basic procedure described in fEditing the Contact Us Paged o n 36. Brigfty, the
procedure is:

1.

2
3
4.
5

Log in to Plinkit.

Navigate to the page you want to edit.

Click the edit tab.

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

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

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 00l do
Web. Then when you are ready to post the new version of the content, it

Reference source notfound. 6 o n [Emod Bookmark not defined.

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

will be ready to go. For more information about th i s feat [Emod,

vV e

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.

40 Chapter 1



site map accessibility

contact

Search Site *. search website

PuBLIC LIBRARY INTERFACE KIT

kids & teens

you are here: home — about us — supporting your library

eshelf & research espafiol news & events staff area

4+ WebEditor log out

view edit history

navigation

I
actions YI state: published v
L SS—————

@ Home

(2 Kids & Teens

(2 eShelf & Research
(2 Espafial

(3 News & Events
3 About Us

B Contact Us

[ Library Policies

P SRR SN —C -,

B Supporting Your
Library

e p—

%
Lo

Supporting Your Library

by Editor — last modified 3:00 PM

=

How to get involved!

Volunteering

Munc congue arcu in nisl. Mauris suscipit tellus vitae eros. Duis tempus ipsum sit amet lectus.
Vivamus sed massa vel ante ultrices conseguat. Ut eget metus ut lorem molestie vestibulum.
Duis feugiat est et mauris. Fusce ipsum eros, bibendum id, ullamcorper et, scelerisque et, orci.
Suspendisse potenti. Suspendisse dapibus eleifend tellus. Quisgue nibh. Maecenas at neque
quis eros commodo suscipit. Sed imperdiet vestibulum risus. Vestibulum sit amet metus. In
commodo nulla dapibus enim. Quisque sed velit.

Friends of the Library
Cras elit eros, consectetuer at, hendrerit vel, blandit nec, leo. Pellentesque blandit fringilla
ipsum. Vivamus nec urna. Maecenas venenatis. Cras gravida fringilla est. Maecenas eu wisi.
Curabitur sollicitudin commagdo tellus. Pellent: t tellus. Nullam jaguk la ac interd

|

location & hours

LOCATION
123 NW Plinkit St.
Plinkit, OR 97128

503-555-5555

HOURS
Tue-Thu: 10am-epm
Fri-Sat: 10am-3pm

Sun-Mon: Closed

April 2010

i 2 3
4 5 6 7 8 9 10
11 12 13 14 15 16 17

M\w

Tip: We can tell that this page
can be viewed by users without logging in to Plinkit) because the
state displayed inthe view menu bar is published . Pages with a

is visible to the public (that is,

that it

state other than published are not visible to the general public. For
mor e i nf or mé&roi Referencesseuece ot found. 6 o n
page Error! Bookmark not defined.
On the menu bar, click published and then select hide.
view | [ edit | [ history | S,
|J | actions v | state: published »

Supporting Your Library

by Editor — last modified 3:00 FM

How to get involved! E

Volunteering
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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.

PugBLiCc LIBRARY INTERFACE KIT

home

you are here: home — about us — supporting your library

kids & teens

site map

Search Site =

eshelf & research espaiiol news & events about us staff area

zccessibility  contact

search wehsite

£ WebEditor log out

& Home
(3 Kids & Teens
(3 eShelf & Research
(3 Espafiol
[ News & Events
(3 About Us

B Contact Us

(3 Library Policies

view edit history

lacation & hours

[ v o ]

Supporting Your Library

by Editor — last maodified 2:02 PM

How to get involved!

Volunteering

Nunc congue arcu in nisl. Mauris suscipit tellus vitae eros. Duis tempus ipsum sit amet lectus.

Vivamus sed massa vel ante ultrices consequat. Ut eget metus ut lorem molestie vestibulum.

Duis feugiat est et mauris. Fusce ipsum eros, bibendum id, ullamcorper et, scelerisque et, orci.
Suspendisse potenti. Suspendisse dapibus eleifend tellus. Quisgue nibh. Maecenas at neque

actions v | state: private ¥
———

LOCATION
123 NW Plinkit St.
Plinkit, OR 97128

503-555-5555

HOURS

Tue-Thu: 10am-6pm
Fri-Sat: 10am-5pm
Sun-Mon: Closed

April 2010

quis eros commodo suscipit. Sed imperdiet vestibulum risus. Vestibulum sit amet metus. In
B Supporting Your commodo nulla dapibus enim. Quisque sed velit. 123
Library 4 5 6 7 8 910
O 11 12 13 14 15 16 17
Card Friends of the Library 13 20 21 22 23 24
(3 Staff pgea Cras elit eros, consectetuer at, hendrerit vel, blandit nec, leo. Pellentesque blandit fringilla °F 5 55 55 5D X
MA\'\/‘"" ipsum. Vivamus nec, ecenas venenatis. Cras gravida fringilla est. Maecenas,eu wisi. ~
L

Note: Materials in the private state are visible only to logged -in editor users.
For more information about publishing states, see OError! Reference source
notfound. 6 o n [Emog Bookmark not defined.

%

Deleting a Single Page

Tip: When you are ready tor epublish a page, repeat this procedure to
change the publishing state from private to published . S Adalinga
Message from Your Library Director 6 o n  fEr@od Bookmark not defined.
for an example of how to publish a hidden item.

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 buttonsonthe contents t ab ( EheGnteantsTab 6 o n

9738.9

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
addi ng p aAgiding a New Bage taiYour Site0 o n 1@83 g e

vou are here: home — about us — our volunteer librarian program

J view | [ edit | [ history |

actions v [ state: published v

@ Home Qur Volunteer Librarian Program o
[ Kids & Teens

by WebEditor — last modified 2:21 PM
(3 eShelf & Research Our library depends on the efforts of our volunteers. Join us today!
(°2 Espafiol Have you ever wanted to be a librarian? Do you love books and reading? Would you like to give

[ News & Events something back to your community? Sign up today to serve as a volunteer librarian!

(3 About Us Benefits and Rewards
B Contact Us = Make new friends
(] Library Palicies = Keep up-to-date on book recommendations
& Library Services = Give back to the community
& Supporting Your How to Sign Up
Library

If you are interested in volunteering, call us at 503-555-5555.
[ Your Library
ful

[& Our Volunteer History

Librarian Program

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

you are here: home — about us — our volunteer librarian program

’J view | [ edit | [ history |

navigation

| actions v | state: published v
. . | & cut
Our Volunteer Librarian Program e =

by WebEditor — last modified 2:21 BM
our library depends on the efforts of our volunteers. J0in us \Qi—
check out
Have you ever wanted to be a librarian? Do you love books and r. o _ | you like to give

something back to your community? Sign up today to serve as a volunteer librarian!

& Home

(3 Kids & Teens

(2 eShelf & Research
(3 Espafiol

3 News & Events

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.

vou are here: home — about us — our volunteer librarian program

navigation

Do you really want to delete this item? ]

= Qur Volunteer Librarian Program

(& Home
(20 Kids & Teens
(2 eShelf & Research

(> Espariol
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Note:
item is listed in the delete confirmation message (in this example,
Our Volunteer Librarian Program ).

The delete function that is invoked from
to the item that was selected when
selected . For example, i fyou are viewing a folder
delete , that folder and  all of the items in it will be deleted if you
click delete in the confirmation

Before confirming the deletion, make sure that the

when

message .

the actions menu applies
the delete menu item was

correct

you click

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.

you are here: home — about us

@ Home
(0 Kids & Teens
(0 eShelf & Research
(2 Espafial

MNews & Events
(=)
[@ Contact Us
(3 Library Policies

[® Library Services
[@ Supporting Your
Library

[& Your Library
Card

3 Staft Area

[ contents | [“wiew | [ edit | [ history |

| actions v | display v | add new... ¥ | state: published v

m Our Woluntser Librarian Pragram has been deletad. |

Who We Are

Ed oy
by Editor — last modified 2:55 PM
The Public Library system is located at . The Public Library provides free services
to all residents living within the city/county boundaries with services available to all others

for a fee.

The library system holds over 425,615 materials including over 394,000 books, and 28,000
compact discs, cassette tapes and books on cassette. Over 315 CD-ROMS are also now
available for check-out.

In total, over 3 million items were checked out of the system during fiscal year 2004-2005! In
addition to these items, thousands of people entered the library to utilize print and electronic
reference resources, access the Internet through the Library’s fiber-optic connection, enjoy
state-of-the-art Wi-fi service, participate in computer and Internet training, view a Library
exhibit, or attend one of the Library's many events.

MW’\»

Our friendly and profession, e to serve you. Welcome to the Public Library!

location & hours

LOCATION
123 NW Plinkit St.
Plinkit, OR 971238

503-555-5555

HOURS
Tue-Thu: 10am-6pm
Fri-Sat: 10am-5pm

Sun-Mon: Closed

April 2010

Su Mo Tu We Th Fr Sa

1 2 3
4 5 6 7 8 9 10
11 12 13 14 15 16 17

1820 21 22 23 24

25 26 27 28 29 30

Nt N e
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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 asampleDi r e ct or 0 stemNhatys aag epdate with a
message from your actual director.

ThesampleDi r ect or 0 proMdedsvihgaresite 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. PostingaDi r ect or 0 sasaviews gean galls 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
OError! Reference source not found. 6on page Error! Bookmark not
defined. .

TheDi r ect or 6 sillintaly begpgvate, 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 sampleDi r ect or 6 s Me s s a(ge
news item and then change the itembds publis
available to the public. You may also choose to change the publishing date setting

fortheDi r ect or 0 Pperiddieadlysfgoy want it to continue to show up

prominently in the news portlet.

Updating and Publishing the |
1. Log in to Plinkit.

2. Inthe Search Site field, typethewordd i r e c t 0AB yousare typing, a
LiveSearch pop-up window displays site contents that are related to your search
term. ClicktheDi r ect or 6 sewbliterm.s ag e

site map accessibility contact

Director's Picture [100%]

Y Director's Me e [45%]
5

“Your Library Direc

Welcomes You
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TheDi r e s Masga@e opens in the main content area and the menu bar and
navigation portlet indicate that is has a publishing state of private.

you are here: home — about us — director's message

J view | [ edit | [ history |
actions v |state: private v

@ Home Director's Message =2a
(3 Kids & Teens

by Editor — last modified 5:00 AM
(2 eShelf & Research Your Library Director Welcomes You

(3 Espafiol Proin faucibus. Vivamus aliqguam mi in orci. Pellentesque
habitant morbi tristique senectus et netus et malesuada
fames ac turpis egestas. Morbi turpis. Nam orci risus, laoreet
(3 About Us vel, posuere vel, facilisis a, libero. Nam venenatis nulla sit

3 News & Events

& Contact Us amet erat. Aenean erat enim, vestibulum ac, nonummy at,
o - auctor et, tortor. Phasellus ultricies neque quis nisl tincidunt
(GlbeosRckee) condimentum.

Library Services . . .
E] e/ Curabitur sit amet massa sed lacus scelerisque laoreet.

B Supporting Your Pellentesque habitant morbi tristique senectus et netus et
Library malesuada fames ac turpis egestas. Mauris arcu dolor,
@ Your Library pharetra sed, porttitor non, ornare non, nunc. Nunc placerat.

Nulla nec nibh. Proin purus velit, vehicula id, congue guis,
pharetra quis, lectus. Quisque vel lorem sit amet nibh tincidunt ullamcorper.

(& Director's
Message Etiam cursus tellus eget urna. Fusce eget dolor. In congue. Nullam tempor, tortor ut ullamcorper
commodo, neqgue magna imperdiet sapien, vel semper est pede nec eros. Fusce in wisi. Quisque

juskg, is, rutrum in, sodales eget, rhoncus nec, enim. Seg frine te nec erat.

3. Click the edit tab to open the Edit News Item page.

[ view |l edit |} history |

Edit News Item

An announcement that will show up on the news portlet and in the news listing.

I Defaults | Categorization Dates Settings |

Title =
Director's Message|

Description
A short summary of the content.

Your Library Director Welcomes You

Body Text
H B Z
|N0rma| paragraphj

...,..
.
il
k|

22 O L L] wm

Proin faucibus. Vivamus sliguam mi in grel. Pellentesgue habitant morbi tristigue
senectus et netus et malesuada fames ac turpis egestas. Morbi turpis. Nam ordi risus,
lzoreet vel, posuere vel, faclisis 3, libero. Nam yenenatis nulla sj :

CIEI
estibulup
St
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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.

Title =

\Director's Message

Description
& short summary of the content.

Your Library Director Welcomes You

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

6. EnterthetextofyournewDi r ect or 6s Message

Body Text

[
1]
;
|
i
My
ki
i
i
i

jw%w“

H B I = o= & L E wm =

|Norma| paragraph j

My name is George Washington, and I am pleased to welcome you to the Plinkit
Library Web site! Here at Plinkit Library, we are excited to share our ever-expanding
collection of resources with you. Whether you prefer the joy of reading a hard-cover
bestseller or are looking for the quickest way to get up-to-date national news, you've
come to the right place!

%

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, ar e d e s c rForimatidg andriEditiog
Conte ntwith the Kupu Editor 6 on QA38ge

7. Scroll down to the Image area of the Edit News Item page, where you will see
the image that was used in the defaultDi r ect or 6 s Message

Wil be shown in the news listing, and in the news item tself. Image will be scaled to a sensible

) Current image JpEs image — 46 k8

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
inyourDi rector 6s Message
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8. Either delete or replace the original image:

A 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.

" Keep existing image

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

" Keep existing image
" Delete current image

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 0 n your mouse. Using such
oOomousewheel sé6 can change radio
in unexpected behavior. We recommend alway s using the on -
screen scroll bar s to navigate through your site when you are
loggedinas an editor user. Mousewheels can alsoch 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.)

(_) (_) | .~ images for plinkit - lm] I Search images for plinkit @

Organize *  Mew folder = o~ [ '@'

i Favorites

Bl Desktop
4 Libraries
&) Homegroup

18 Computer
ih Network
[E8 control Panel
& Recyde Bin
. images for plinkit

File name: | George-Washington.jpg j IAII Files j

QOpen |v| Cancel |
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9. Scroll to the bottom of the Edit News Item page and click save.

e

¢

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.

J view | | edit | [ history |

| actions v | state: private v

Im Changes saved. |I

Director's Message =

by Editor — last modified 5:53 PM
Your Library Director Welcomes You

My name is George Washington, and I am pleased to
welcome you to the Plinkit Library Web site! Here at Plinkit
Library, we are excited to share our ever-expanding collection
of resources with you. Whether you prefer the joy of reading
a hard-cover bestseller or are looking for the guickest way to
get up-to-date national news, you've come to the right place!

Tip: If you replaced the image but the old image is still being
di spl ayed, cl i cRefreshiouiton. br ows er 0 s

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.

[ view | [ edit | [ history | ff
| actic-rls ¥ | state: private ¥
m Changes saved. L publish for p_tron )
“pupnenTor sa |
Director's Message advanced...
licy...

by Editor — last medified 53:57 PM sy
Your Library Director Welcomes You

Lo

s
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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.

# Home

d

navigation

@ Your Library

J view | [ edit | [ history |

| actions v || state: published v

m Changes saved.
[0 Kids & Teens

[ eShelf & Research Director's Message

(C Espafiol by Editor — last modified 6:16 PM

3 News & Events Your Library Director Welcomes You

3 About Us My name is George Washington, and [ am pleased to

welcome you to the Plinkit Library Web site! Here at Plinkit
[3 Contact Us Library, we are excited to share our ever-expanding collection
{3 Library Policies of resources with you. Whether you prefer the joy of reading
. - a hard-cover bestseller or are looking for the quickest way to

B Library Services get up-to-date national news, you've come to the right place!
[ Supporting Your
Library

l E;gﬁ”s ® History

[ Staff Area

AlinktotheDi r e c Mesgageshould now also appear in the news portlet.

news

[= Local Author

Readings Resume

Every 1st Thursday
April 19, 2010

= Library Launches
New Web Site
April 17, 2010

[ Director's Message
April 12, 2010

[ Storytime Maving
to Fridays at 3:30
March 15, 2010

%

Tip:Ifthe Di r ect or 6 gloedhetampeagirethe 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 PublishingDat e

Message

f

or

Your

TheDi r ect or 0 3sahssitena, goet 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, yourDi r ect or 6 s
Message may sometimes move down or even slip off the news portlet list. As we
saw in the last section,theDi r e c t o r 0 snayMees appegr eear the bottom
of the news portlet when you first publish it.

ThisDi r ect or 0 sappdhes sesrdahg leottom of this list because its

B Local Author

Readings Resume

Ewvery 1st Thursday
April 19, 2010

[ Library Launches
New Web Site
April 17, 2010

[E Director's Message
April 12, 2010

[ Storytime Maving
to Fridays at 3:30
March 15, 2010

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 certainthatyourDi r ect or 0 ssprvheirershaptaeed on the news
portlet, periodically change the publishing date of the message:

1. Login to Plinkit.
2. Use the Search Site field to locate and openthe Di r ect or 6 s

3. WiththeDi r ect or 6 pemMdick thagglietab.

Message

Getting Started with Plinkit
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4. Near the top of the Edit News Item page, click Dates.
you are here: home — about us —l director's message I
view edit histary |
(® Home Edit News Item
(3 Kids & Teens An announcement that vill show up on the news portlet an g thaLaaug listing.
(2 eShelf & Research I Defaults Categorization Dateq}m ettings I
(3 Espaiol Title s i
(3 News & Events Director's Message)
(@ About Us Description
B Contact Us A short summary of the content.
{3 Library Policies Your Library Director Welcomes You
[ Library Services
& Supporting Your
Library
B Your Library Body Text
H B 7 =E== == = EE&E & = @ @ ] wm A
[= Director's
Meszage INormaI paragraph 'l
% Note : The breadcrumb  (you are here ) trail and the navigation
\ portlet indicate that we are editng the Di r ect or 8 s Me S
5. Changethe publishingdatet o t odayo6és dat e.
l Defaultm Categorization Dates Settings l
Publishing Date
If thie date iz in the future, the content will not show up in listings and searches until this date.
[2010 =] /| April =l 7p9ix]| @ [os =] :|os x| [Pm =]
Expiration Date
When this date is reached, the content will nolonger be visible in listings and searches.
- =/I- H/A-=Hal- =:- == =
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  sitem, the publishing date is set to the
current date by default.
Tip: Ifyouwantthe Di r ect or & g0 bdsiblesaaall tmes, do
@ not specify an  expiration date . Remember, though, that you may
still need to update the  publishing date periodicall vy 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 thattheDi r e ct or 0 s\owMgpsass atthe top of the news portlet.

[ Director's Message
April 19, 2010

=) Local Author

Readings Resume

Every 1st Thursday!
April 19, 2010

& Library Launches
New Web Site
April 17, 2010

= Storytime Moving
to Fridays at 3:30
March 15, 2010
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Creating and Managing News Items

In the last section we introduced one specific example of a news item: the sample
Di rect or 0 ghatMedusea gith 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 fortheDi r ect or 6 s 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:

A Newsitems generally containfit i mel yo material about recent e\
developments, while standard Plinkit pages contain more static information.

A 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.

A 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:

A Announce library closures
A Announce new programs or policies

A Announce new acquisitions
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Creating a News ltem

To create a news item:

1.
2.

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

4,

Log in to Plinkit.

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

navigation

(& Home

[ Kids & Teens
(3 eShelf & Research
Lo Espaiiol

() News & Events

3 About Us

i

(23 Staff Area

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

wiew | [ edit | [ history |

| actions v | display ¥ | add new... ¥ | state: published »

News & Events =

by Editor — last modified 2:01 PM

Get the latest news and read about upcoming events here!

7. Read the latest News and Announcements from your library!

-

Click the Library News folder to view its contents.

[ contents | [ view | [ edit |

| actions v | display v | add new... ¥ | state: published v

News & Events S

by admin — last modified 1:21 PM

Up one level

[T | [§ News & Events 1 kB December 17, 2007 2:01 PM | Published
[~ § OO Library News 1 kB May 22, 2006 11:05 AM Published
O ] Events i kB April 17, 2006 1:21 PM Published
I~ | B c=lendar 12.6 kB | April 17, 2006 1:21 FM Published
I | B Mewspaper Icon 15.6 kB | April 17, 2006 1:21 PM Published
[T | @ Reel Fun - Movies @ Your Library | 1 kB April 17, 2006 1:21 PM Published
[T | (3 Library Calendar i kB MNovember 20, 2005 4:03 PM | Published
| capy|| cut|| rename” delete” change state

Getting Started with Plinkit
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5. On the contents menu bar, click add new and then select news item.

[ contents | [ view | [ edit |
| actions v | displaylr | add new... ¥ | fate: published »
7 folder
Library News = ne =S
by admin — last modified 11:05 AM restrictions!
Up one level
select: all
title size madified state arder
O |E| Library News and Announcements i kB t‘;"r 22, 2006 11:05 Published
b i Library Launches New W ite %WW Wat

v/A %\/‘\1

Message ) should be stored inthe Library News folder.

% Note: All news items (except the preconfigured Di r ect or 08

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

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

Add News Item

An announcement that will show up on the news portlet and in the news listing.

| I Default= Categorization Dates Settings |

Title

|Weeknight Hours Extended!

D iption

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

@ Tip: The red square nextto the word  Title indicates that this field is
portlet and the  Library News and Announcements page.

news

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

Description
A shaort =ummary of the content.

New weeknight hours go into effect in May!

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, andin the
hovering text box that appear swhen a user rests the mouse
pointer over a news item link.
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8. Inthe Body Text box, enter the text of your news item.

Body Text

B I

I Mormal paragraph 'l

Due to popular demand and thanks to the efforts of our volunteer staff, Plinkit Library
will be staying open until 9:00 PM Monday through Thursday, beginning May 3, 2010.
Friday, Saturday, and Sunday hours will remain unchanged.

1—
=
=

i
iy
4
1|

EE & = O L E om =

The new schedule for all days is:
Mon-Thursday: 10:00 AM - 9:00 PM

Friday and Saturday: 10:00 AM - 7:00 PM|

Sunday: 12:00 noon - 6:00 PM

AW et 0 e W N i VANV el

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

which behave much like the tools and buttons in most word
processing pr ogr amsFormatingandEdisngr i b
Conte ntwiththe Kupu Editor 6 on [A38ge

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

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.

Image
Will be shown in the news listing, and in the news item itself. Image will be scaled to a sensible

size.

I Browse... !

Image Caption

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.)

(_) (_) ‘ . = images for plinkit - l{i}] I Search images for plinkit @
Organize *  New folder = ~ [ |@|
& Favorites

B Desktop
= Libraries
i.& Homegroup

George-Washingto wall_dock_tan.png
n.jpg

18 Computer

Qi_i Metwork

[ control Panel

£ Recyde Bin
images for plinkit

File name: |wall_clock_tan.png j IAII Files j

Open |v| Cancel |
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10.

11.

If you have added an image and you want a caption to appear beneath it, enter a
short caption in the Image Caption box.

Image
Will be shown in the news listing, and in the news item itself. Image will be scaled to a sensible

size.

Iasfor plinkitwall_clock_tan.png Browse.. |

Image Caption
|Later hours are coming!

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.

view edit history
actions v [ state: private v
m Changes saved. |

Weeknight Hours Extended! =

by WebEditor — last modified 3:12 PM
New weeknight hours go into effect in May!

Due to popular demand and thanks to the efforts of our
volunteer staff, Plinkit Library will be staying open until 9:00
PM Monday through Thursday, beginning May 3, 2010. Friday,
Saturday, and Sunday hours will remain unchanged.

The new schedule for all days is:
Mon-Thursday: 10:00 AM - 9:00 PM
Friday and Saturday: 10:00 AM - 7:00 PM

Sunday: 12:00 noon - 6:00 PM

Later hours are coming
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12. If you are satisfied with the news item, click private on the menu bar and then
select publish.

[ wiew | [ edit | [ history |

actiofs v | state: private v
Changes saved. publish fer piton

pUClisn Ter sta

Weeknight Hours Extended! advanced...

paolicy...

by WebEditor — last modified 3:12 PM

New weeknight hours go into effect in May!

Due to popular demand and thanks to the efforts of our
volunteer staff, Plinkit Library will be staying open until 9:00
PM Monday through Thursday, beginning May 3, 2010. Friday,
Saturday, and Sunday hours will remain unchanged.

The new schedule for all days is:
Mon-Thursday: 10:00 AM - 9:00 PM
Friday and Saturday: 10:00 AM - 7:00 PM

Sunday: 12:00 noon - 6:00 PM

Later hours are coming

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.

[“wiew | [ edit | [ history | |
| actions v || state: published v

Im Item state changed. |

Weeknight Hours Extended! =S

by WebEditor — last maodified 5:17 PM

Mew weeknight hours go into effect in May!

Due to popular demand and thanks to the efforts of our - .
volunteer staff, Plinkit Library will be staying open until 9:00 "

E rou urs

L

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.)

weeknight Hours
Extended
April 18, 2010

Director's Message
April 19, 2010

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.

% Note: By default, new news items are active immediately and
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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 dated the date on which the news item becomes visible to the publicd
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.
2.

Log in to Plinkit.
Navigate to the news item.

In the navigation portlet, click the News & Events folder.
Click the contents tab.
Select the Library News folder.

o o T w

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.

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

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

you are here: home — news & events — library news —{weeknight hours extended! |

i® Home Edit News Item

3 Kids & Teens An announcement that will show up on the news portlat and in the news listing.

(D eShelf & Research 4{ Defaults : Categorization ||

(2 Espaiol Title =
(3 News & Events \Weeknight Hours Extended]|

™) Library New:

[ wiew | [ edit | [ history |

Description
= Weeknight A zhort summary of the content.

Hours Extended! New weeknight hours go into effect in May!

f 5 Torary Laenaar
W
A

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).

—l Defaults Categorization Dates Settings I—

Publishing Date
If thiz date is in the future, the content will not show up in listings and searches until

this date.

| 2010 x| /| April =l /9] @fos =] :[os =] [Pm =]

Expiration Date
When this date is reached, the content will nolonger be wisible in listings and searches.

A TN N N UGG ISR I NLT N AN

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 1%, one month after the new hours go into effect.

Default= Categonization Dates Settings }—
Publishing Date

If thiz date is in the future, the content will not show up in listings and searches until

this date.

| 2010 =] /| April =l/|9 ] @06 =]:[os =] [Pm =]

Expiration Date
When this date is reached, the content will nolonger be visible in listings and searches.

[2010 =] /{oune  =|/[1 =] @12 2] - oo =| [PMiz]

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

o)

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
visibleonthe news p or t | e ChangBgtlee Bublishing Date for
Your Direct odr oosn Nddafayseaeyaenple.

Note: Remember thatthe publishing date also determines the

Getting Started with Plinkit
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Managing Events in Plinkit

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

A 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.

A 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.

A 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. Inthe navigation portlet, select News & Events and then Library Calendar to
open the calendar.

# Home

3 Kids & Teens

(3 eShelf & Research
" Espariol

("3 News & Events

(3 Library News

(" Library Ca dar

(3 Staff Area
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The Library Calendar opens.

[ contents | [ wiew | [ edit |
actions v | display ¥ | add new... ¥ | state: published »
Library Calendar =2
by admin — last modified 10:27 PM
Fimport iCal

Categories: [~ View All [~ Adults [~ Kids | Refresh

[2010 =] [May =] [19 =] [ Jump

[ day ] month past add event

« Previous Month B Today Next Month »

I"-.I

16 17 18 19 20 21 22

23 24 25 26 27 28 29

30 31

History

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
thecal endar to view only event sErmrarln
Reference source notfound. 6 o n [Ermod Bookmark not

defined. for more information.

Note: By default, the Library Calendar initially displays all published
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Click the add event tab.

contents view | [ edit |
actions v | display v | add new... ¥ | state: published »
Library Calendar =
by admin — last modified 10:27 PM
Fimport iCal
Categories: [ View All [~ Adults [~ Kids | Refresh

[2010 =] [May =] [19 =] [ Jump

—

day | [ week || | [ list ] [ past
HBYZOtI_"I( ) E
Su | Mo | Tu | We_'_ Th | Fr | Sa

The Add Event page opens.

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

Add Event

Information about an upcoming event, which can be displayed in the calendar.

Default = Recurrence Categorization Dates Ownership Settings

Title s
|W0rksh0p: Forming a Book Club

Description

% Note: The red square next to the word  Title indicates that this field is
\ required. You must enter a title for your event item.

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

Description
A short summary of the content
Come learn from book club veterans and share your own book club experiences!

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

Event Location

|Book Group Room, 1st floor

% Note: This field is not required, but we strongly recommend that
\ you include the event location.

7. Inthe Event Starts and Event Ends fields, select the appropriate start and end
date(s) and times for the event.
Event Starts =
[2010 =] /| April =l /|28 z] @07 =f :foo =] [PMm =]
Event Ends =
[2010 =] /{Apit =] /]28 =] @ |08 =] : [30:=] [PM =]
8.

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

Event body text

B I =

i
i,
i
n
i

# = O O F HTlem .

Do you enjoy talking about books?

Have you been thinking about starting a book club, but you don't know where to begin?

A panel of experienced book club leaders will discuss the basic steps in forming a book club and give you hints
about how to make your club a roaring success. Topics will include:

= How to recruit members

= How to select books

= Single leader or rotating leaderf?

at about food a yerages?

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 progr amsFkormatingandEdisng r i b
Conte ntwith the Kupu Editor 6 on QA38ge

9. Enterin 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.

Attendees
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10. Inthe 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.

Event Type(s)

All Ages
Closure
Staff Meeting = |

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

@ Tip: Bvent type sare used to filter e vents in the calendar. A user
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.

Event URL
Web address with more info about the event. Add http:// for external links

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

Contact Name
[1ane D. Librarian

Contact E-mail
[idlibrarian@plinkit.org

Contact Phone
[503-555-5555

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.

ave || § cancel
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14.

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

J view | [ edit | [ history |

actions YI| state: private v I
m Changes saved. |

Workshop: Forming a Book Club B [, = =

by WebEditor — last modified 11:41 PM

— filed under: Adults

Come learn from book club veterans and share your own book club experiences!

Do you enjoy talking about books?

Have you been thinking about starting a book club, but you don't know where to mEE o Sl
begin?

April 28, 2010
) - ) ) ) T from 7:00 PM to 8:30 PM
A panel of experienced book club leaders will discuss the basic steps in forming a
book club and give you hints about how to make your club a roaring success. where LEEE ST NEET LS

! - floor
Topics will include:

contact

. Jane D. Librarian
= How to recruit members name
= How to select books contact email | =ijdlibrarian@plinkit.org
= Single leader or rotating leader? EEmEE 503-555-5555
phone

= What about food and beverages? "
add event to EI; vCal
calendar El‘ ical

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.

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

J view | [ edit | [ history |

actiongy | state: private v

m Changes saved. \ ublish tron J

publish for staff
Workshop: Forming a Book Club advanced...

licy...
by WebEditor — last modified 11:41 PM sy

— filed under: Adults

Come learn from book club veterans and share your own book club experiences!

M A MDA RRIQUARPFRA SGA QIS NN Nt AN ot N pt NP NS S NNt et P e o ey e ™

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.

J view | [ edit | [ history |

| actions vl state: published v
| |

m Item state changed. |

Workshop: Forming a Book Club

6, =2
by WebEditor — last modified 11:55 PM
— filed under: Adults
Come learn from book club veterans and share your own book club experiences!
Do you enjoy talking about books?
Hazve you been thinking a ] cl ut v 't w where to it n sELlE «_/L\
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The new event now appears in the Library Calendar and the calendar and
upcoming events portlets.

Library Calendar @s
by admin — last medified 11:43 PM
fimport iCal
- . . April 2010
Categories: [~ View All [~ Adults [~ Kids | Refresh
Su Mo Tu We Th Fr Sa
[20107=] [Apr =] [19 =] [ Jump
12 s
day | [ week || | list past add event 886 78 |
April 2010
B¢ ) ‘ 11 12 13 14 15 |16 17
£0 | o | L | L | 11D ‘ L ‘ 58 ‘ 18[10] 20 21 22 |28 24
L 2 3 25 |26 24[28 }o 30
Al Friday Afternoon
Pajama Party 5 e
-
[ Friday Afternoon
4 5 6 7 8 L] 10 Storytime
Friday Aftemoon Children's Area, 2nd
S floor,
April 23, 2010
11 12 13 14 15 16 17 & Literary Movie
Tax Questions Friday Afternoon Night
o [Etocyfane) Book Group Room, 1st
floor,
April 26, 2010
18 19 20 21 22 23 24
Friday Afternoon [& workshop:
Storytime Forming a Book Club
Book Group Reom, 1st
floor,
April 28, 2010
25 26 2 28 29 30
Literary Movie ‘Workshop: Friday Afternoon
s e Eitooyens | _Eodas~cramp
Club
History

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 are automatically excluded from navigation, so event items

will not be listed under the  Library Calendar folder in the
navigationportlet .For mor e i nf oBExchdingiltensfroms ¢
the Navigation Portlet "on page 124.

Adding Regularly Recurring Events

Your library likely has certain eventsd such as story hours, movie nights or training
classesd that 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. Inthe 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. Atthe top of the Add Event page, click Recurrence.

Add Event

Information about an upcoming event, ke sk =d in the calendar.

I Defaults Recurrencené (ptegorization Dates Ownership Settings I

Title = ]
|Library Computer Resources Training

Description

6. Select the Enable event recurrence check box.

Add Event

Information about an upcoming event, which can be displayed in the calendar.

l Defaults | Recurrence Categorization Dates Ownership Settings I

[ Enable event recurrence

Change note
Enter a comment that describes the changes you made.

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

7. Inthe 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.

Event Time

Start: 02:00 PM
End: 03:00 PM
Duration: 1:00

8. Inthe Recurrence Pattern area, select how often the event repeats.
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10.

11.

Recurrence Pattern

 Daily ~ Day|1 =|ofevery|1 =| month(s)

" Weekly = The EFcunhﬂ | Monday 7| of everyl 1 vl month(s)
= Monthly
 Yearly

Note: Inthe 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.

— Recurrence Pattern

= Daily Every| 1 week(s) on:
v Weekly [T Sunday [ Monday [~ Tuesday [v: Wednesday

= Monthly [T Thursday [~ Friday [ Saturday
= Yearly

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.

Range of Recurrence

Start: 2010/04/24 * No end date
= End after| 1g occurence(s)
¢ End by: |2010/04/24

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
fChanging the Publishing and Expiration Dates of News ltems" on page 126.)

Click save.

g
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15.

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

J view | [ edit | [ history |
actions wf| state: private v
|m Changes saved.
Library Computer Resources Training 0, [, =

by WebEditor — last modified 7:35 AM
— filed under: Teens, Adults

This once-a-month class offers hands-on training using the library's online resources.

B Teens

= Adults

April 24, 2010
when from 2:00 PM to 3:00 PM
menth

where 2nd Floor Computer Lab

Jane D. Librarian

email =didlibrarian@plinkit.org

contact

phone 503-555-3555

dd event | [, veal
to calendar | [7], ic=l

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.

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

J view | [ edit | [ history |
actiong v | state: private v
m Changes saved. publish for pat4n
publish for staff
Library Computer Resources Training advanced...
licy...
by WebEditor — Isst modified 7:36 AM =y
— filed under: Teens, Adults
B i ~Q \ s h ipig, ush ib i £ resou

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.

’J view | [ edit | [ history |

| actions vl state: published »

Im Itemn state changed.

Library Computer Resources Training

by WebEditor — last modified 7:36 AM

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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day | [ week ] list past add event
April 2010 (21 (1.1 ) |
ril 2010
s T w T & T w [ » T = [ = || (=
Su Mo Tu We Th Fr Sa
1 2 3
After-School Friday Afternoon
Pajama Party Storytime i 3
4 5 6 7 8910
21|12 13 14 15 1617
a 5 6 7 8 a 10 18 1920|221 22
T 25 |26 27 |28 22 |30
Storytime
[ Friday Afternocn
11 12 12 14 15 16 17 i
Tax Questions Friday Afterncon =ty
v;:uluhp Storytime Children's Area, 2nd
floor,
April 23, 2010
18 19 20 21 22 23 2 :
e [# Library Computs
Storytime Resouces Training Resources Trainin g
2nd Floor Computer
Lab,
April 24, 2010
25 26 27 28 29 30 B_JM
Literary Movie Workshop: Friday Afberncon MM_‘/\»/
Might {r‘o:r-gam Storytime

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 i or that require
different event descriptions or details each time fi you can use the copy
and paste feature to quickly create similar events:

Note: The procedure described above is for adding events that have a

1. Fromthe 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 aboutthe  Actions Tab , see The Actions Menu on
page 105.)

2. Clickthe actions menu again and select  paste.

3. Navigatetothe Library Calendar and click on the newly created
event. (It will be inthe Private state).

4. Fomthe edit tab, editthe even t details as needed and click  save.

5. If necessary, ¢ hange the state of the newly created even tto
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. Login 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

P 1 i nGomrmunisy 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. Inthe navigation portlet, click eShelf & Research and then Community
Organizations.

(# Home

(3 Kids & Teens

|D eShelf & Research I

[ Magazines &
Databases

[ Good Reads
ﬁ Community
Crganizations
MWMW“\
b

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.
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