U.K. Libraries Web Site

 CAMPUS LIBRARIES GUIDELINES
Policy

The Campus Library web pages are designed within a template structure which insures consistency among all libraries in the system.  Consistent layout, navigation, and language will make it easier for patrons to navigate the entire UK Libraries web site.  The main pages and certain other specific pages within each campus library site should comply with the template system.  If you have any problem with editing, contact WEBADMIN@LSV.UKY.EDU for help. (See the “Staff Side Procedures” document for general information about editing content in the staff side of the website.)
Requirements

1. Content and code must comply with the UK Libraries Web site policies and procedures, and UK Web and Graphics policies.

2. The content manager assigned to maintain a campus library page has access to the following sections of that library’s site within the Staff-Side:

· The main page, including introductory text, a special note on the main page, and address/contact information

· Databases associated with the library, including “quicklinks”

· Selecting existing subject guides to be linked from your navigation bar.  (The guides themselves may be maintained by someone else.) 

· Borrowing information or  circulation information, which appears as a link on the left navigation bar and is also included on a page showing circulation information for all locations
· News & events, which includes creating news items for your library and selecting system-wide news items for inclusion on your news page

· Hours, which appears as a link on main page and the left navigation bar and is also included on a page showing hours for all library locations 
3. This content manager is also the primary contact for Web Admin for other issues relating to the campus library page, including:

· The main image that appears throughout the campus library site

· The order of  other pages appearing on the left nav bar

· Any other issues of consistency within the campus library page or between this page and other campus library pages (e.g, any discussions within the system regarding possible changes to the campus library template)

4. Communicate with others who maintain pages within your site to make sure your own site is internally consistent.
Recommendations

1. Communicate with content managers who maintain other campus library pages to insure consistency within the system.  You might also get some ideas about how to represent information on your pages by seeing how others are doing it.
2. Talk about overall site navigation with other content managers who handle pages within your campus library site.  In particular, make decisions about grouping pages so that your left nav bar is not too long.
Helpful “How to” information

1. After logging into the Staff Side, select the “Campus Library Pages” link under the “Make Updates” section.  There are 4 different sections of the Staff Side for campus library page maintenance:

· Update text fields associated with your library

· Associate information resources with your library

· Select subject guides to be associated with your library

· Select news items to be associated with your library
  More information on each section is provided below

2. Update text fields:

· Campus Library introduction – Content appears on the main page in the public site, between the “special note” content if there is one and the footer.  There is no limit on the length of this content but you should be concise.  Remember that you can add links within this field, pointing to other pages within your site.  This field may be left blank, but this is not recommended. 

· Campus Library-specific circulation information – Content appears on the “Borrowing Information” page for your library and on a page that lists circulation information for all library locations (http://www.uky.edu/Libraries/circall.php).  Content managers should strive to provide information in a format that is consistent with other campus library pages. Field may not be left blank.
· Campus Library hours – Content appears on the “Hours” page for your library and on a page that lists hours for all library locations.  Field may not be left blank. Post hours for the following coverage no later than the specified time:

* Fall Semester: Post by the last day of the Summer Session
Include exceptions (e.g., beginning of the semester, Labor Day, Fall Break, Thanksgiving, Finals Week)

* Winter Break and Session: Post by the first day of Fall Finals Week
Include exceptions.

* Spring Semester:  Post by the end of the first week of January
Include exceptions (e.g. beginning of the semester, Martin Luther King Day, Spring Break, Finals Week)

* Post-Spring, Intersession, Summer Terms and post-summer terms before beginning of Fall Term:  Post by the first day of Spring Finals Week
Include exceptions, including Memorial Day and Independence Day.

Throughout the year, if special circumstances alter the posted hours, be sure to post a note explaining the alteration.

Layout:  Label regular hours under the period they cover, e.g.,
Spring Semester, 2006
Intersession 2006
Summer, 2006
Fall Semester, 2006
Winter Session, 2006-2007
Winter Break, 2006-2007
Pre-Fall Semester Hours, 2006 [between end of Summer Term and beginning of the Fall Semester]
Put heading in boldface.

Break out Exceptions for the period directly below the regular hours. Label any special periods outside of the regular hours, e.g., Finals Week, Spring Break.

· Campus Library address – Appears on the main page, centered toward the top.  Some campus libraries also include email contact information in this field.  No format restrictions. Field may not be left blank.
· Campus Library driving directions – Field not currently in use.  If you create your own page with driving directions, refer to the directions to WTYL provided under “About the Libraries”.
· Special Note – This field appears on the main page in a purple box.  Field may be left blank.  If blank, the purple box will not appear.  Use this field to highlight irregular important notices, such as location closings, new significant products, etc.

3. Associate information resources:

· Resources are drawn from the collection of databases and electronic resources within the website.  (See the “Information Resources Guidelines” document for information on how to add resources to this collection.)
· In the public site, resources associated with your library appear on the “Related Databases” page.  Resources marked as quicklinks appear in the top “Primary Resources” table on that page, as well as in the drop box in your left nav bar.

· Resources are associated with your library (or associations are removed) by using checkboxes. The top white table on the page shows resources already associated with your library.  The bottom purple table shows resources not currently associated with your library, i.e, everything else available in the system.  The far right column in the top table is for assigning a resource as a quicklink.  The default value is 0, which means the resource is NOT a quicklink.  Assigning any other value makes the resource a quicklink.  The numbers determine the order in which the resources are listed in the quicklink drop box and in the “primary resources” table on the “Related Databases”. When you designate the order of the primary resources, leave numeric space for expansion of the list (e.g., 5, 10, 15…).
· Resources in the top white table are listed in quicklink order.  Resources that are quicklinks are listed first, followed by everything else in alphabetical order.  Resources in the purple table are listed alphabetically.

· If the list of resources NOT associated with your library is too long, limit the list using the limit switches at the top of the purple table.   
4. Select subject guides:

· Use this page to add direct links to certain subject guides at the top of your (public side) left nav bar.  

· Subject guides already associated with your library appear in the right column.

· Multiple guides may be selected by holding down the Control key as you click your mouse.

· If you have subject guides associated with your library, they will appear in the public site in your left nav bar under your “Related Databases” link.  If you have 3 or fewer subject guides, they will appear as a bulleted list.  More than 3 will appear as a drop box.

5. Select news items:

· News items are drawn from the collection of news items within the website.  News items can be contributed by any content manager.  To add a news item to the collection, use the “Create or modify announcements” link under “Make Updates”.  Be sure to select the “yes” radio button under “Add to public view” if you want the news item to appear for the public.  Otherwise, the news item will only appear in the Staff Side and will not be available for selecting for your public campus library page.

· In the public site, news items associated with your library appear on your “News & Events” page.  

· News items are associated with your library (or associations are removed) by using checkboxes. The top white table on the page shows news items already associated with your library.  The bottom purple table shows news not currently associated with your library, i.e, everything else available in the system.  The far right column in the top table is for assigning a display order for the news items.  

· Resources in the top white table are listed in display order according to your current rankings.  
· Resources in the bottom purple table are listed in “last update” order, meaning that new news is generally at the top.  
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