Gateway Al-Bawaba
Instructor Training

San Diego County Library
SDCL University Training Staff
Mareh 16, 2007



Today’'s Agenda

> Welcome/Introduction (Jacqueline)
> “‘Housekeeping” Issues (Polly)

> Class Objectives/Caveat (Bertha)
> Introduction

> lour

> Hands-On



Class Objectives

> Overview of the SDCL Public-use PC Set-
Up and Available Functionality

> Basic Mechanics of SDCL Online
Resources

> Discussion ofi Criteria for Selecting Internet
Resources to Use

> Practice using online library catalog and
‘premium Internet” subscription liorary
[eseurces




3 SDCL Public-Use PC Set-Ups

NOTE: All Public-Use PCs use Windows 2000

1. Catalog and Online Database Only PCs
o No Time Limit for Customer Use
» NO Access to Regular Internet

2. Micresoft Office Only PCs
o No Time Limit for Customer Use

o« No Access to Regular Internet nor Library
Cataloeg



3 SDCL Public-Use PC Set-Ups

3. Internet Plus Microsofit Office PCs

o [IIme Limits; reservations may be necessary
(outside of class time)

o Filtered Internet Access (by web address,
not text)

o Limitations of Functionality Due to PC
Security



Instruction PCs: Internet Plus
Microsoft Office--Specifics

> Limitations ofi Functionality Due to PC Security

o Downloads of Documents/Files to Specific to 1 PC
folder (*CD Burner/Buffer”) only

o Downloads of Software not Permitted; including some
Internet plug-ins on sites.

o SOome “https” sites may not work due to PC security
o Right-Mouse Click Not Available due to Security.

o Flash Sticks Removed with Unsafe Removal Only.
o Adobe Acrobat v. 6 (due to compatibility w/security)



Instruction PCs: Internet Plus
Microsoft Office Desktop
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(Handout, too)

Instruction PCs: Available
Keyboard Commands

Shortcut
Ctrl+A
Ctrl+C
Ctrl+F
Ctrl+S
Ctrl+V
Ctrl+W
Ctrl+X
Ctrl+z
Ctrl+P
Ctrl+N
Ctrl+O

Ctrl+l
Ctrl+U
Ctrl+B

Shift+click

Command
Select All
Copy
Find
Save
Paste
Exit
Cut
Undo
Print
New
Open
Italic
Underline
Bold

Open Link in New
Window



Instruction PCs: PC Reservation
Software

> Background & General Information

> Branch Arrangements
o Guest Reservations
» Library Cards for Instructors & Staff



Instruction PCs: Saving

> Saving to Floppy
o File/Save As: then, save to the a: drive

> Burning to CD

o Save Document First into the “CD
Burner/Buffer Folder” on the PC Desktop

o Click the “CD Buffer Cleaner” to clear files
from the PC when finished.

> Saving to Flash Stick (aka jumpdrive)
o Removing can only be done “unsaiely”

(2 Handouts, too)



Instruction PCs: Special Needs
Features

» High-Contrast screen
> Setting to Ignore Repeated Keystrokes

> Sounds for Some Windows Error
Messages

(Handout, teo)



Instruction PCs: Software and

Internet Plug-In VVersions

> Operating System: Windows 2000

> Software

o Microsoft Office 2003—Englishi Language
Capabilities: Word, Excel, PowerPoint, Access

> Internet Browser & Plug-ins
o Internet Explorer 6.0

Adobe Acrobat 6.0

Shockwave vs. 10

Windows Media Player 9

Flashivs. 8.0

QuickTime vs. 7.1

RealPlayer vs. 10 Gold



SDCL Web Page: www.sdcl.org
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SDCIL. Web Site: FAQ Page

/a San Diego County Library - Microsoft Internet Explorer
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SDCL Online Library Catalog

> Online Catalog of Online Materials Owned
oy San Diego County: Library

> Place Reguests and Renew ltems Online
> Library Accounts are Free.

> Free Access to Online Subscription
RESOUrces

> Able to Reguest Library Materials Free
froam UCSD, SDSU, USD, and CA State-
San Marcoes




SDCL Online Library Catalog: How
to Get to

/a San Diego County Library - Microsoft Internet Explorer
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SDCL Online Library Catalog:
Basic Search Screen
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Alert for Customers Who Receive Notices by Email

SDCL has been experiencing technical difficulties with the e-mail notices. This issue affects all email
notices: requests, courtesy owverdue reminders, and overdue notices. If you have placed a request and
are expecting an item, please monitor your library account from the SDCL web page or contact your
local branch. Also, if you hawve items that are checked out, please monitor your library account for due
dates from the SDCL web page, or contact your local branch for assistance.
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Flash Tutorial on SDCL Web Page at: http://www.sdcl.org/howtocatalog.html




Internet Resources--Evaluating

> Authority

> Affiliation

> Currency

> Purpose

> Audience

> As Compared to \What?

(Handout, too)



Internet Resources—the Premium
Web

> What are “Premium Online Resources”?

o As HBO and Showtime are 2 premium cable
channels, online resources such as
“‘Morningstar”, “World Book Online”, are 2
examples of “premium Internet” sites.

> Online versions of many. reference,
research, Investment, magazines, etc.
avallable free to Librany customers
pbecause San Diego County Librany has
already paid for access.



Internet Resources—the Premium
Web: How Would | Include These
In my Research? (#1)

> Situation 1: My son has developed
diabetes. I'm at heme searching the
Internet and would like to find out as
much as possible aboult It.



Internet Resources—the Premium
Web: How Would | Include These
In my Research? (#1 con't)

> Possible Search Approach:

1. Google search: “diabetes”; Advanced search:
“.gov” or “.edu” sites only

2. Search specific trusted sites:
SDCL Web Site Lists Recommended Sites:

http://www.sdcl.ora/health.html

Librarian’s Index to the Internet (search engine of
librarian recommended SItes): o

Consumer Health Complete: access, fiiee withyour
SDCL L|brary Card hittp://0-seanch.ehscohost.com.dbpcesdcsy.co.San:

diego.ca.us/legin.aspx2authtype=ip,uid&profile=chec



http://www.sdcl.org/health.html
http://www.lii.org/
http://0-search.ebscohost.com.dbpcosdcsg.co.san-diego.ca.us/login.aspx?authtype=ip,uid&profile=chc
http://0-search.ebscohost.com.dbpcosdcsg.co.san-diego.ca.us/login.aspx?authtype=ip,uid&profile=chc

Internet Resources—the Premium
Web: How Would I Include These
In my Research? #2

> Situation #2: My younger brother would

ike to change careers. He's not sure what
he’'d like to do and Is looking for ideas.



Internet Resources—the Premium
Web: How Would I Include These
In my Research? #2

> Situation #2: My younger brother would

ike to change careers. He's not sure what
he’'d like to do and Is looking for ideas.



Internet Resources—the Premium
Web: How Would | Include These
In my Research? (#2 con't)

> Possible Search Approach:

o Google: type In different types of job/career
names; look through the different results

o Search specific trusted sites:
SDCL Web Site Lists Recommended Sites (job

||St|ngS) http://www.sdcl.org/business. html
OCCUpatIOHa| OUtIOOk HandbOOk http://www.bls.gov/oce/home.him

Tlesting & Education Reference Center: access
free with your SDCL Library: card:

hitps//170.24.3.128.21/infotrac.calegroup.com/itweb/san285422db=TERC



http://www.sdcl.org/business.html
http://www.bls.gov/oco/home.htm
http://170.213.128.21/infotrac.galegroup.com/itweb/san28542?db=TERC

Self-Practice

> Reguest an item with your SDCL Library
Card.

> Search Consumer Health Complete for
Information on back pain.

> Practice using the keyboard short-cuts,
Instead ofi using the right-click on the
mouse.



For Training Assistance or
Questions

> Bertha Huertero, Circulation Services
Manager: 856.505.6353;
pertha.huertero@sdcounty.ca.goV.

> Polly Cipparrone, Training
Coordinator/\Web Services Manager:
858.694.2247;

polly.cipparrone@sdcounty.ca.goV.



mailto:bertha.huertero@sdcounty.ca.gov
mailto:polly.cipparrone@sdcounty.ca.gov
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