From Print to Digital: Migrating Handbooks and Workflows into a Wiki

Margaret Rose Hunt, Graduate Assistant, User Services and Resource Sharing

URLs were short and clear, or directions described as bread crumbs, were added for long URLs.
Links in Confluence had descriptive text instead of a URL

Background External Links

The Library Services unit of User Services and Resource Sharing has historically
had a paper handbook. With the introduction of Confluence to the Libraries,
content then could be moved into a more collaborative, active document within
a wiki structure.

numbers for the books in the collectio
For more specific subject headings, thg Library of Congress website has .pdfs of the entire classification.

software

A list of the software available on UMD library computers is available by going ’[tl http://fwww.lib.umd.edu/services/computing Iand ch::ucrs.irlg Software Available in the Libraries.

Confluence

Any specialized software, like ARC GI5, Matlab, or SPS5, 1s only accessible through AppsAnywhere. These have to be downloaded and installed every time, and are not available to pe

The lera ry SerVICeS DeSk HandbOOk st ” exists in a paper dOCU ment’ bUt that found in a folder titled "LIBRARY APPS.” Web browsers, Microsoft Office, and the Adobe suite are not included in AppsAnywhere and are found on each desktop.

document is based on Confluence, which is a wiki format. The two work in
tandem to bring information to a variety of users, both staff and student

aSS|StantS A li=t of the software available on 1hiz ymputers 15 available
http://www_ lib.umd edu/services/computing and choosing Software Aya
(https-//umd_app_box com/s/2mvélpSmmamv?hocoond5Sogjchlutz9).

Using your Personal Computer:
Jwww lib.umd edu/senvices/c
Services = Copy, Print, Scan = Printing from vour personal computer
e Tirst time? — Ditp ./ WWw_ 1D uma. eql services/ copying-angd- printing printing-fags
Services = Copy, Print, Scan = Printing FAQs

able 1n the Libraries

Differences in the functionality of the platforms meant that there needed to
be subtle differences in the way the content was presented.

Media

Lists of static images for describing processes in the Word document were turned
into written directions accompanied by .gifs in Confluence

Internal Links

Confluence enables internal linking between pages in the same manner as an external page. There are
also small page trees for certain sections.

Word document uses directive words and page numbers. There is also a full table of contents in the
document.

Dashbeoard / Library Services Desk Handbook a é 4 Edit o Save for later o Watching < Share

Reserves Personal Copy Pick-Up
Circulation of Materials

Created by Margaret Rose Hunt, last modified on May 21, 2015

Instructor’s personal copies that are ready to be picked up are kept near the front of the LSD area_ on a
shelf behind the desk.

* [Exceptions to Aleph Check Out This page gives the basic information for checking cut books and media to patrons. Any special loans, pop-ups within Aleph, or problems with the user's account or the item to be checked
Procedures out are found on the pages linked on the left.
* Equipment Loan

1. Check the photo ID of the person picking the item up and match it with the instructor’s name or the

Special thanks to the members of USRS who reviewed and edited the pages on the Library Services Confluence: Jenny Cotton, Douvonte Farmer, Austin Smith, Emily Spangler, James Sy
Spring, Hilary Thompson, Taylor Vaughan, Lauren Warres, Joanna Wiley, and Charles Wright.

proxy note.

. Look up the Item in Ares using the Item ID

. Go to the “Remove Flag™ button in the top muddle and

remove the “Personal Copy — Contacted™ flag.

. Click on the “Route™ arrow in the top of the Item

window, and select “Personal Copy Picked Up™ (vou
have to scroll down to find this option).
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Confluence

*  Off-line Circulation
* Severn Holds for Unaffiliated
Patrons
* Severn Microform Procedures
* 5pecial Loans of Physical Material
* Returning ltems - Double Discharging
* Exceptions to Aleph Return
Procedures
*  Aleph Alerts
* Blocked Aleph Account
* Circulation Problem Slip

These check-out procedures can be used for items on hold, reserve materials, and ADS Study Carrel keys. ILL materials are checked out using ILLiad WebCirc.

[Current Status: User Blocked] | =2 Bring to staff member on desk duty to investigate

Checking Out Materials

or call RSR staff member “On Call-l’ Staff should refer to Blocked ILL Users (page 56) 1. Make sure the “Loan”™ button has been clicked (the column below

for mstructions on how to procead.

[Current Status: Library Use Only] ] 2 Brng to staff member on desk duty. Staff

will be green).
2. Scan the patron’s barcode into the patron barcode field. If the
patron does not have their 1d, see Patrons without Approprate ID

should refer tc:IHandhunk Section: Library Use Only (on page 61). I

on page 100. If they have a driver's license or other photo ID, you

can use that to verify their identity and check out their rtems.
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