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LibGuides v2 Basics Quick Start Guide

What is LibGuides?

LibGuides is an easy-to-use Content Management System used by many thousands of libraries
worldwide. Librarians use it to curate knowledge and share information by creating online
Guides on any topic, subject, course, on any process, on anything.

How can | use LibGuides?

© Create subject, course, or topic Guides

Your Librarian

Use LibGuides as your library website

©
© Store your A-Z lists for easy reuse ‘ !
©

Create internal guides documenting
workflows & procedures

Create and maintain Staff Profile Pages

V]

. . . . Regular Q. Springshare
© LibGuides is multilingual too!

© Mobile and Tablet-friendly out of the box

Is this tutorial for me?

Of course! You will especially find this helpful if you:

Get help wherever you see the black
Support button!

© Are completely brand new to LibGuides (we hope you love it!)
© Have upgraded to LibGuides v2 and want to learn your way around
© Are a LibGuides v2 admin looking for easy-to-share documentation

© Simply like having your tutorials on paper (and that's okay!)

Our Springies are here to help you get the most from LibGuides!

KG Springshare support and training \

© Visit http://support.springshare.com for the unabridged documentation
and our library of recorded training sessions.

© Need some help? Click the Support button in the LibGuides Dashboard!

© Sign up for live training sessions at http://calendar.springshare.com

© Chat up the community in the Springshare Lounge at

\ http://springsharelounge.com j
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How to access LibGuides

You can easily access the LibGuides Dashboard in a few ways.

Start at your public LibGuides pages

While viewing one of your public LibGuides pages (such as your Homepage), scroll to the
bottom of the screen. In the footer, you will see a link that says Login to LibApps.

Powered by Springshare. All rights reserved. | Login to LibApps.
View this page in a format suitable for printers and screen-readers. Report a problem.

You can quickly access the LibApps login from the footer of any public LibGuides page.
This will take you to the LibApps login page. To access your LibApps account, enter your

LibApps email address and password. If you forgot your password, just click Reset Password
to change it.

Behold! Your LibGuides Dashboard

You will now arrive at the LibGuides Dashboard. Think of this as your control panel: from here,
you can create and edit your LibGuides content.

(R cE DRl #tHome  (ZjContent v

Springshare Memorial Library | LibGuides = LibGuides Dashboard

LibGuides Dashboard

LibGuides Update Welcome to the LibGuides Demo Site! Your Librarian s
LibGuides v2.1.6 Update As you explore and add content please remember
This site is used by many people from many insttutons
st code live!
Dur fstast code ialemsals el Our blog « Do notchange the System of Look & Feel settings
post outlines the latest, including « Do notalter or delete any content you did not add to the system, including Guides, Assets,

« an LTI Tool Subject Categories, Friendly URLS, and Tags .
* E-Reserves enhancements fyou would like to alter System of Look & Feel seftings, please ask your sales consultant for a
« custom column widths (in tabbed-nav dedicated demo site.

guides)

« and a whole ot more Thanks and have fun -) Regular Q. Springshare

Read About It...

Needs Your Attention

Hear that? Shhihh._all is quiet. nothing wanting your atiention!
Springy News

Your LibGuides Dashboard.

For quicker access in the future, bookmark your LibGuides Dashboard page in your

@ Tip: Bookmark the LibGuides Dashboard
web browser.

support.springshare.com
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Your LibApps account

“Whoa, | thought this was about LibGuides? What’s LibApps?” Great question! LibGuides is part
of our LibApps platform, which also includes LibAnswers, LibCal, LibSurveys, LibAnalytics-
Insight, and LibStaffer. If your library subscribes to multiple apps, then you can sign into them
using the same login. You can even switch between them without having to log in again!

Your one LibApps account gives you access to LibGuides and any of the other
LibApps products your library subscribes to.

Managing your LibApps account

You can quickly access your account settings any time from within LibGuides — just click on
your email address in the command bar.

LibApps ~

The LibApps command bar is where you can update your account and profile.

My Account - My Profile

From your account settings, you can: . Thisis what patrons see, including your:
© Update your email address © Profile image
© Change your password . © Contact information
© Edit your name © Social media accounts
© Provide your job title . © Any LibCal, LibAnswers, or other
© Add a simple email signature (not personal widgets you have

used by all LibApps) © The visibility of your profile page

To return to the LibGuides Dashboard, simply click on the blue LibApps button in the command
bar. Then select LibGuides from the dropdown. That’s all there is to it!

support.springshare.com Springshare 3
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How to create a guide

This is the fun part: creating a guide! Although much of the look and feel of your guides can be
customized, there are two basic layouts to pick from:

Tabbed Layout Guide Example: Home

Cima | om | o3

Greetings!

Tabbed Layout — what you know and love from LibGuides v1, with navigation tabs at the top of the page.

Side-Nav Layout Guide Example

Page 2 Welcome to my guide, it has a side-nav layout!

Side-Nav Layout — new to LibGuides v2, this places a navigation menu on the side of the page.

Creating a guide
1. Create a new guide (two options):
© From the Dashboard: under LibGuides Shortcuts, click Create Guide
© From the Command Bar: go to Content > Guides and click Create Guide
2. Pick your starting point (two options):

© Apply atemplate: if allowed by your Admin, select the Tabbed or Side-Nav
template of your choice. (Some admins may require you to use only one
template.)

© Copy an existing guide: if you don’t want to reinvent the wheel, you can copy a
guide from your local LibGuides site, or a guide from the Community. (When
copying a guide that is not yours, ask permission first — the guide’s creator will be
notified.)

3. Give your guide a name and a short description. These appear at the top of your guide.
4. Assign a Guide Type (General Purpose is good for getting started.)

5. Choose to enable or disable sharing your guide with the Community.

6. Click the Create Guide button. That’s it!

Unsure about the best layout or guide type? Don’t worry — you can change your settings later!

support.springshare.com SpriﬂgShCIre 4
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Add boxes to your guide

Now that you have a guide, you’re ready to create some content. Every guide is divided into
pages, and each page is divided into columns. Inside of these columns, you can add and

arrange boxes to store your content (such as text, images, and so on).

Anatomy of a LibGuides Box

The box's
name Standard Box

&

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Donec
fringilla ex ut dui condimentum euismod dictum ac urna. Cras
quis purus nisl. Vivamus varius ultricies orci et gravida. Nulla
sapien odio, tempus vitae turpis at, lobortis malesuada sem.
Integer tempus sit amet mi sed efficitur. Mauris scelerisque
ipsum at est pellentesque mollis. Suspendisse blandit
accumsan nulla, at sodales mi elementum id. Nullam lectus nisi,

Add/reorder mollis risus, vitae tempus arcu. Aliquam tristique auctor mollis
items in the box

# Add / Reorder -

venenatis ac sapien non, posuere varius purus. Ut ut accumsan quam. Morbi id elit neque. Etiam nec

&~

Add a box to
the column G © Add Box - Column 2

Adding a box

0.

Edit or delete
the box

Edit this
content item

When the box
as last updated

1. At the bottom of every column, you will see an Add box link. Pick any column and click

on that link.

2. Give your box a name — this will be displayed at the top of the box.

3. Choose a box type:

©® Standard — contains any number of content items

© Tabbed - contains tabbed sections, each with any number of content items

© Gallery — rotates a gallery of chosen images

© Profile — displays a chosen user profile

4. Choose an initial position for the box in the column (don’t worry, you can move it later).

5. Toggle Floating Box to hide the box’s heading & borders from the public page.

6. Toggle Draft Mode on or off for this box. This is helpful once your guide is published, as
it allows you to work on your box without displaying it to the public.

7. Click the Save button.

Tip: Reusing existing boxes

When adding a box, you can also reuse an existing box from another guide. Just
click on the Reuse Existing Box tab and select the box you want to reuse.

support.springshare.com Spriﬂgshare
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Add content to a box

Once you have a box created, you're ready to put some content in it. There are many different

content types you can add, including:

© Rich Text /HTML: Add blocks of text, images, and tables to your box using our Rich

Text Editor, or by directly editing the HTML code.

© Assets: These are reusable items that can include web links, database links, books (w/
cover images), embedded widgets (e.g. YouTube videos), documents & files, and RSS

feeds.

© Polls: Simple feedback polls that allow users to respond to a question and see the

results.

©® Guide Lists: You can quickly and easily create a list of links to other guides.

Add a content item

1. Inyour box, click the Add / Reorder button.

2. From the dropdown menu, select the type of Content ltem you’d like to add.

3. Create your Content Item (varies based upon what you selected — for full details, see our

documentation at http://support.springshare.com/libguides/addingcontent/assets).

4. Save your changes. Repeat these steps to add additional Content Items to your box.

, Tip: Reordering Content Items
’ To rearrange the Content Items in a box, click the Add / Reorder button and select

Reorder Content. Drag and drop the items to reorder them, then click Save Order.

Reordering boxes

Once you’'ve added more boxes and content items to
your page, you may decide that you want to move boxes
around in a different order. In LibGuides, it's easy to
rearrange boxes in one column, between columns, or
even move them to different pages.

1. Click on PAGE. This opens a dropdown menu.
2. Under Reorder / Move, select Boxes.

3. Drag and drop the boxes to reorder them.
4.

Save your changes.

{35 PAGE v

ol

[
el
ie

Page Properties
Redirect URL

VISIBILITY
+ Show on public guide

Do not show on public guide

REORDER / MOVE

Pages

Boxes

Content Items lis
co

Delete Page el

lis TacsIS ToMor, eu uncies oaio preuur

Go to PAGE > Reorder / Move > Boxes

support.springshare.com Spriﬂgshare
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Add pages to your guide

Sometimes your guides will have so much content that it makes sense to organize them on
separate pages. You can add pages in one of two ways:

Top-Level Pages: in Tabbed Layout guides, these appear as new tabs; in Side-Nav
Layout guides, these appear as new menu items.

Sub-pages: these can be nested under a top-level page and are listed in a dropdown
menu under their parent pages.

S o | s

Top Box

Welcome to my LibGuide, we got fun and games!

Page 3a ' Page 2

Page 3 ~

Page 3a

How sub-pages display with a Tabbed Layout.

How sub-pages display with a Side-nav Layout.

Adding a new page

1.

o o M~ w

Click the Add New Page button.
© Tabbed Layout: this appears after the last tab.
© Side-Nav Layout: this appears at the bottom of the menu.
Select your page type:
© Regular: a page with boxes and content items.
© E-Reserves: an e-reserves course page (if you have the E-Reserves module).
© Discussion: a public discussion board (if you have LibGuides CMS).
Name your page and provide an optional description.
Choose a position for your page: top-level or a sub-page (you can move it later).
Decide whether or not you want to display your profile box on the page.

Toggle Draft Mode on or off for this page. This is helpful once your guide is published,
as it allows you to work on your page without displaying it to the public.

Click the Save button.

Tip: Reusing existing pages
When adding a page, you can also reuse an existing page from another guide. Just
click on the Reuse Existing Page tab and select the page you want to reuse.

support.springshare.com Springshare 7
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Lights, camera, publish!

You've got pages of boxes, boxes of content, and everything’s shipshape & Bristol fashion. Now
you're ready to unleash your guide on the world! But before you do, here are some helpful
things to consider:

© Review your guide title and description. Do they help people quickly understand
what’s in your guide? To change either of these, just click on them while editing your
guide.

© Create a Friendly URL for your guide. You can make it easier to share your guide by
replacing the default URL with a descriptive Friendly URL. You can do this for individual
guide pages, too!

©® Add Subjects and Tags to your guide. Your admin can create Subject categories that

allow you to group related guides together. You can also add Tags to your guides which
can help boost the likelihood your guide will be found in search results.

© Preview your guide early and often. Always preview your guide after you make
changes, just to make sure they look the way you want on the public side.

LibGuides CMS

Sean's Library Changing G

Changing Guide Options: Ho 28

Last Updated: Aug 16,2016 4:17 PM | Type/Group: General Purpose/NQne : hitp// /c.php?g9=44301 ¢
Click to publish &

share guide

Click to change guide Click to edit
type & group friendly URL

Things to check before you publish your guide.

Publishing your guide

1. In the upper-right corner of your guide (under the Search box), you’ll see a colored
button that lists the current status of your guide:

© Unpublished: your guide is not viewable on your public site.

© Published: your guide is fully viewable on your public site.

© Private: your guide is only viewable on your public site if people know the URL.
©

Submit for review: if your library is using the LibGuides CMS Publishing
Workflow, this submits your page for approval by your reviewer(s).

2. Click on the status button and select Change Status and Share.

3. Choose the Publication Status that’s right for your guide — and you’re done!

support.springshare.com Springshare 8
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Keeping your guide fresh

Now that your guide published, you'll want to make sure that you keep it fresh and up-to-date. If
you need to make changes to your guide, the quickest way to find it is from the LibGuides
Dashboard.

Start at your public LibGuides pages

While viewing one of your public LibGuides pages (such as your Homepage), scroll to the
bottom of the screen. In the footer, you will see a link that says Login to LibApps.

Powered by Springshare. All rights reserved. | Login to LibApps.
View this page in a format suitable for printers and screen-readers. Report a problem.

You can quickly access the LibApps login from the footer of any public LibGuides page.

Login to LibApps

This will take you to the LibApps login page. To access your LibApps account, enter your
LibApps email address and password. If you forgot your password, just click Reset Password
to change it.

Select your guide

Under LibGuides Shortcuts, select your guide from the Edit Existing Guide dropdown menu.

LibGuides Shortcuts

= Create Guide

v [Edit Existing Guide s |

-ti o} i i
% My Guides: Published

Simple Side-Nav Layout Example I:I
<> Simple Tabbed Layout Example

[aa] View YourImage Manager Library

It's quick and easy to edit your existing guides from the LibGuides Dashboard.

support.springshare.com Springshare 9
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Anatomy of a guide

LibGuides ~ Change guide

status

Springy | Staging - LG Site | Simple Tabbed Layout Example ' Home

Simple Tabbed Layout Example: x| Change guide
r / look & feel

How to change this, that, and the other thing! Click to edit description [x] »®
| { )
Last Updated: Aug 16, 2016 4:17 PM | Ty pe p: Generar Fur Cd RL; np?g=4430{( ¢

Subjects: [nonf] Edlt Type &
Group Edit Friendly Preview
e URL your guide

Change Status & Share
lags: [nong] &

‘ Access Controls

Redirect URL Adjust column :
Reorder & 5
VISIBILITY tuff layOUt .
_______________________ v Show on move stu o E
Do notshow on public auide Edit or delete
this box i
: REORDER / MOVE
] Pages |l :
Column 1, Box 1 & x Column 2 Bores O 1 Profile Box, Column 3 L - BV B~
Content ltems 7
How do you like my guide? Lorem ipg cing elit. Vestibulum libero nulla, interdum vitae lacus
O Lovelt sed, lacin Delete Page hac habitasse platea
dictumst Lo iaculis, venenatis ultrices
© Nothing it nisl. Duis dictum aliguam libero in sagittis. Nullam lorem lorem, a
O Hateit elementum quis venenatis non, congue non nulla. Sed a commodo elit, at
venenatis lacus. Ut pretium, nulla id fringilla interdum, sapien sapien
m Show poll resulls euismod lectus, vel viverra lectus esteu neque. Loj . .
Ens amet, consectetur adipiscing elit. In non venenati Edit or delete this
& Add/ Reorder ~ interdum a tortor a, convallis viverra dui. Cras ex content item Regular Springshare
sem
Column 1, Box 2 & Phasellus elementum, lectus nec volutpat vehicula, lectus risus convallis felis, vel laoreet tortor n # edit
sed nisl. Pragsentid euvelitimperdiet, &l ¢ pym) umn 3
sagittis ligula fermen’ Add or reorder content el eros dignissim ia x delete
Mauris vitae hendreri| |tems In thIS bOX m interdum. ——

dd / Reorder '

ADD
Rich TextHTML

— Database 7 X
- Link
Media / Widget nney Sweepers Come to Dust by Alan Bradley &

3 Add Box - Column 1
Book from the Catalog 45539031

Document/ Eile on Date: 2015-01-06
dlis how twelve-year-old Flavia de Luce laments her predicament,

RS8 Feed

r father and Aunt Felicity ship her off to Miss Bodycote's Female
Guide List .

y, the boarding school that her mother, Harriet, once attended across
Foll

in Canada. The sun has notyst risen on Flavia's first day in captivity

Google Search t. Flavia being Flavia, a budding chemist and sleuth, that giftis a

LibAnswers Widget dy, which tumbles out of a bedroom chimney. Mow, while attending

d enemies), and assessing the school's stern headmistress and
acquitted murderess), Flavia is on the hunt for the victim's identity and
time of death, as well as suspects, motives, and means. Rumors swirl that Miss Bodycolte's is

= Reorder Content

haunted, and that several girls have disappeared without a trace. When it comes to solving

multiple ies, Flavi as yetto be revealed
Add a new box to
4 Add/Reorder = thIS (‘.Olumn

Last Updated: Aug 16, 2016 417 PM ‘ URL: | & Print Page Legin to LibApps

support.springshare.com é p"./n gShGre 10



