
Staff Training: Finding items on the library website 

 

This handout provides a brief description of basic tasks that all staff members should be able to 

perform using the new library website.  Tasks are indicated in bold type, and are followed by 

instructions.  

 

Know how to point to hours and location information on the library homepage.  

 

Hours information may be found by clicking on 

the Info tab in the navigation bar, just above the 

slide-show.  A drop-down menu will appear that 

includes an Hours & Location link.  Click on 

that link to open the Hours & Location page, 

which includes the library hours, address, a 

Google map showing the library location, and 

the Holiday Schedule, which shows days when 

the library will be closed.  

 

 

Know how to find contact information such as phone, fax and e-mail on the library website.  

 

The library's phone and fax numbers, and the "info" e-mail that is 

monitored by the Reference Desk librarians may be found by 

scrolling to the bottom of the library homepage, and looking for 

the Contact Info box at the bottom of the right-hand column.  This 

information is included on most of the pages that are part of the 

library site, but not on pages that link out to other sites and open 

in a new tab, such as the 3M ebooks or Overdrive pages.  

 

 

 

 



Know how to locate the library calendar  

 

 

 

 

The link to the Library Online Calendar 

is in the Programs & Collections drop-

down menu.  Clicking on this link will 

open the calendar in a new tab.  

 

 

 

 

 

Be able to find the Library Downloads and Student Resources pages, and print off items from 

those pages.  

 

 

The links to the Library Downloads and Student 

Resources pages are located in the Online Resources 

drop-down menu.  

 

 

 

 

 

After opening the Library Downloads or Student Resources pages, you'll see a  list of handouts with the 

titles in blue.  The blue-lettered titles are links to PDF files, and clicking on a link will cause the file to 

either open in your browser, or be downloaded to your computer – depending upon your browser 

settings.  

 

 

 



Locate and use the "What's Next" tool on the library homepage.  

 

 

The link to the What's Next app is located on the 

library homepage.  Clicking on the What's Next 

link will take you to the What's Next main page.  

Enter whatever information the patron is able to 

provide into the appropriate fields, then click the 

Search  button at the bottom of the page.  

 

 

 

 

Click on the author's name, and a drop-down 

menu showing the names of any book series 

written by that author will appear.   

 

 

 

 

 

 

Click on the series name for a list of 

books in that series.  

 

 


