Learn
Intro to the Library Website

Objective

Learn what is available through the library website

Catalog

Use the HCPLC catalog to find books in either print, electronic or audio formats. Search
for magazines, music CDs, video DVDs and other media. The catalog offers several
ways to search including by title, author, subject, and a “Quick Search.”

Databases and Websites

Better than the Internet, Databases and Websites provides library customers with FREE
access to valuable subscription services as well as librarian-selected websites that
make finding answers online quick and easy. Databases and Websites is accessible at
all Hillsborough County public libraries and from the library’s webpage at hcplc.org.

Databases and Websites includes a Subject Guides section, making it easy to connect
to premium databases in an area of interest. These databases are specially selected
subscription resources that the library has purchased for you to access for free! Each
subject page also includes a list of Websites highlighting the best free Web resources
on a particular topic. All sites included have been reviewed, tested and evaluated by
our librarians for both accuracy of content and ease of use. And don'’t forget to try
Power Search, which searched multiple databases at once!

In the center of the Databases and Websites page, are the “Spotlighted” databases
and on the left is a list of the Top Databases, providing the month® most frequently
used Premium Databases. Scroll down to find more options including “User Guides”
which are librarian-developed guides to using library services & resources, links to
online tutorials, computer instruction, and more.

Library Locations

A complete listing of Hillsborough County Public Library Cooperative branch and partner
locations is available under this section. Use one of the quick lookup tools--to find a
branch whose hours, size, services and location meet your needs.

MapLookup! — provides an interactive map of HCPLC branches and partner
locations. Placing the cursor over the location gives the name and clicking links
to their Web page with location and hours.

ZipLookup! — allows you to enter a zip code and find the nearest library location.
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Happenings & Events

Link to the library’s Page By Page, a newsletter and program guide full of information
about free library resources, programs and events.

Program Category — click this link to programs or events in specific categories
Download the Page by Page newsletter - available in PDF format
Download the Program guide — available in PDF format

Just for Kids

This section provides links to websites for children in English and Spanish, reviewed
and evaluated by youth services librarians.

@ Your Library — links to sites covering a variety of holidays and festivals that
celebrate past events and traditions from around the world.

Homework help — fun and educational Web sites

Family Fun — arts & crafts, celebrations, pets & play, safety

Reading & Books — suggestions for good reading

Tampa Bay — links to local museums, parks, zoos, sports and theme parks

Press Room

Shows the latest Press Releases from the library, along with Media Advisories and the
library’s Annual Report.

Services

Learn more about the services provided by the library, including:

Ask a Librarian - an online reference service that provides free, real-time help
from librarians who can answer your reference questions, help you locate & use
information on the Web, and offer expert advice on using online resources.

Get a library card - your library card can be used at any Tampa-Hillsborough
County Public Library, the Bookmobile, and the Hillsborough County Public
Library Cooperative libraries in Plant City and Temple Terrace.

Renew your materials online or check your library record online

Use your wireless enabled device (laptop or PDA) to gain access to high-speed
Internet for web browsing and email throughout the Hillsborough County Public
Library Cooperative.

Bookmobile and Books by Mail - helps the library to extend its services to reach
those residents that may not otherwise have an opportunity to visit a library.
Talking Book Library - this free program provides recorded and Braille books

and magazines to people who are blind, visually impaired or physically
handicapped. The service area is limited to Hillsborough County.



Introduction to the Library Catalog

Looking for a particular book? What about that movie directed by Francis Coppola that
you can’t remember the name of? Want to see which Johnny Cash CDs the library
has? Or maybe the new novel you want is already checked out from your neighborhood
library branch, but it's checked in across town. How can you save yourself a trip? In
this class we’ll introduce you to the online catalog and teach you about some of the
functions that can save you time and help you locate materials faster.

Class Objectives

Finding Information in the Catalog
Placing Holds on Items
Exploring Your Patron Record

Finding Information in the Catalog

The library catalog is available on the Internet from our homepage http://www.hcplc.org/

(= Hillsborough County Public Library Cooperative - Microsoft Internet Explorer, provided by HCPLC Web Services

Once you access this page, click the
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Of course there is always more than one way to find what you are looking for. In
addition to title, you can try searching for an item’s author or subject. If the object you're
looking for is a video, DVD, CD, Audiobook or similar item you may want to begin your
search in Audiovisual. Additionally, all of these search options allow you to further
refine your search by limiting your scope in such areas as format, location and

language.

Placing Holds on Items
You've used the catalog and found the item you want, but maybe there is a problem.
1. You notice in the record that the item isn’t at your local branch; in fact it
might be located in alibrary on the opposite end of the county.
2. Perhaps the item you want is located at your local library, but it is currently
checked out.
Now what? It's time to place a hold on the item. Placing holds is a feature offered

through the online catalog and it makes borrowing materials incredibly convenient.



Placing a hold is simple to do and it helps you “grab” that hard to catch popular title or

allows that book across town to be delivered to your local library.

From the item record click the Hold Button and have your library card ready. Once you
choose your location to pick the item up, you'll be placed on the list and contacted when

the item is available for pick-up.
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Take advantage

of this fantastic
service!

Occasionally our system might not have what you're looking for. In that case you can
try a service know as iBorrow that searches other nearby library systems in the Tampa
Bay Library Consortium for the material you want. To access iBorrow, click on the
Services button on our homepage. Look for the Interlibrary Loan link in the middle
column. From here you can connect to iBorrow, which will give directions to get you
started on placing a hold on items in the participating libraries; make sure you have your
library card handy. iBorrow will deliver your item to your local library just like a standard
hold.

Exploring Your Patron Record

Your patron record can be accessed from the online catalog. Information such as your
current items checked out, your current holds placed and holds waiting to be picked up,
any fines or notices you may have accrued and what you may owe can all be found in

your record.

A link to your record can be found from a tab in the catalog. Or you could click the Your
Library Record link from the library’s homepage.



You will need the number from your library card and a PIN (personal identification
number). Your PIN is typically the last four digits of the home phone number you used
when you applied for your library card. If you are unsure of your PIN you can contact

the library at

The online catalog from http://www.hcplc.org/ is a great tool to locate materials and help
you track down hard to obtain items. Take advantage of services like holds and
interlibrary loans through iBorrow and expand the scope of materials available for your
use.



& Learn
NetLibrary Audiobooks

Objectives

Getting started with NetLibrary Audiobooks
Accessing book titles
Transferring an audiobook to a portable player

Getting Started

Visit the Databases and Websites page from hcplc.org

Choose the e-Books link

Choose NetLibrary & Recorded Books. (If customers are logging in from home, they will be
prompted to authenticate their library card # prior to proceeding. NetLibrary e-Audiobooks may

also be accessed via the main NetLibrary page where the non-audio e-Books are available.)

The following is a snapshot of the main NetLibrary/Recorded Books page. Default is to a
Basic Search screen.

The CREATE A
FREE

<+«— ACCOUNT
option is
available on this
page.

It is easiest to
create an
account prior to
continuing.




Accessing Book Titles

Perform a search to pull up desired NetLibrary e-Audiobook. One may perform a more detailed
search by choosing the Advanced Search tab. Below is a sample screen for the Advanced
Search option:

Advanced Search
allows for searching
multiple terms and
selecting limitations.

v

Below is a screenshot of the results for the search “French instruction”

To find out more about the
audiobook, Click either
the cover icon or “Show
Detaills”
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The following is a sample Audiobook Details screen that appears next. To download this
particular title, simply click the Download this Audiobook link in blue.
Other options are listed below.

Users may listen to a
PREVIEW without having
an account or without
being logged into their
already existing account.
An account **is** needed
for the actual download to
a PC.

A

|

The contents of this particular e-
Audiobook record may be E-
MAILED to oneself or another.

To use the MY LIST feature, one

will need to login to their account

if they are not already logged in.
An option to Create a Free

T Account will he availahle here.

There are two sound qualities available.
Files sizes of each choice (CD quality &
Radio quality) are listed here.

Next, choose the desired sound quality for the download.

CD Quality Download Link — Click
this link if you plan to transfer item to
a portable device. ¢

Radio Quality Download Link — Click —*
this link if you are using a dial-up
connection, or if you plan to listen to
the audiobook from your PC only.

The very first time you attempt to download a NetLibrary e-Audiobook title to your computer, a
pop-up box may appear that asks if you want to play the item in Internet Explorer. Choose
NO! Do not say YES to this question!



If you accidentally answer YES, you may have problems in downloading audiobook titles in the
future! This sort of error message might appear:

Additionally, a pop-up box will appear that asks how you’d like to continue with the download. It
is recommended that you choose the SAVE option. Save the file to the desktop or other
location on your computer. (Please note, item may not be saved to a CD or directly to a

portable device. Item must be saved to a PC first and then may be transferred to a portable
device.)

Choose the SAVE option. Save file to the
desktop or other desired location. Once item is
SAVED, then it may be opened from that
location for listening.

This box shows how much time
is left on the download.
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When download is completed, open e-Audiobook file by double-clicking it. The .wma file will
open in Windows Media Player. When you open the file for the first-time, it will acquire the
necessary license to play the file. You MUST open the file while connected to the Internet.

Below is a screen shot of the French: The short course audiobook file when it is playing in
Windows Media Player v.10.

Transferring a NetLibrary e-Audiobook to a Portable Player

Once a NetLibrary e-Audiobook is downloaded to your computer, and the accompanying license
is acquired, one may then transfer the file to a portable player. The transferred file will be a
working audio file for the remainder of the audiobook check-out period.

Follow the steps below to transfer the secure .wma file to your portable player. Please note,
these are GENERAL GUIDELINES for transferring files using Windows Media Player v.10.
Each computer may be set up a slightly different. Refer to the NetLibrary & Recorded Books
online HELP and the instructions that came with your own portable player for more details.

Open the downloaded NetLibrary audiobook file in Windows Media Player. The audiobook
should begin to play immediately. You can make the transfer while the item is playing, but it is
just as easy to STOP the player by clicking the STOP button.

|

Right click the title in the NOW PLAYING LIST. Add the audiobook file to the Sync List.
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<«—| filein the Now

Right click the

Playing List.

Next, click the Sync tab found in the Windows Media Player. The following is the screen that

you should see next.

A

Click Start
Sync and the >
sync process

will begin.

There is no device
listed in this box yet.
At this point, go ahead
and plug in your
portable player.

You may be prompted
to setup your portable
device. If so, choose
the SYNCHRONIZE
DEVICE WITH THIS
LIBRARY FOR THIS
SESSION ONLY
option.

Once the file is “synchronized” it will be available for listening from your portable player.
The synchronizing process transfers not only the .wma file but the needed license to go

along with playing the file on your portable player.
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Be sure to safely disconnect the portable player from your computer.

You should now be able to play the downloaded e-Audiobook from your portable player.

Other Notes
NetLibrary e-Audiobooks may NOT be transferred / burned to a CD.

To find a listing of compatible portable players (those which will play the secure wma files),

visit this NetLibrary Help page:
http://www.netlibrary.com/RecordedBooks/Help/SupportedDevices.aspx

SEE ALSO: http://www.playsforsure.com/

The following popup box will appear if you attempt to play an audiobook file which has
EXPIRED.

Be sure to take advantage of the HELP found in the NetLibrary Recorded Books Page.
Click the Help tab at any time. Audiobook Frequently Asked Questions are found under

the Help tab.

Frequently Asked
Helo Questions
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