University of Kentucky

Library 
Information Technology Division
Mission:

The mission of information technology is to establish best practices and implement stable computing and networking environment within which learning and research can be conducted, and to advise, investigate and assist in the UK Libraries' development of new uses for technology. 

Outcomes of the Division:

· Integrated Library System Administration - As a result of this process, the UK Integrated Library System (Voyager) will provide a primary means for patrons to easily find information housed and organized by the UK Libraries, and the ILS, will allow staff to efficiently and effectively organize and procure research and educational information.
· Desktop Computer Support - As a result of this process, stable computers with appropriate support software will be provided for patrons: for research and educational use, and for staff: to facilitate education, training, and productivity to help meet the mission of the Libraries.

· Network Administration – As a result of this process, patrons and staff will be able to access internal or external educational and research electronic information, and authorized staff will be able to gain access to administrative aspects of services for maintenance or division projects. 

· Server Administration – As a result of this process, reliable and stable computing services will be established and presented on the computer network to better provide library services that will aid in the research and educational goals of our patrons. 

· Web Site Administration – As a result of this process, patrons will be able to easily navigate and locate electronic information provided by or selected by the UK Libraries and staff may update and maintain educational and research electronic information.
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Integrated Library System – Information Technology













Information Technology – Work Design

Key Steps: 
Integrated Library System

1. Identify I.L.S. needed function – e.g., Circulation, Cataloging, Acquisitions, Reporter, OPAC, special reports, etc.

2. Analyze whether I.L.S. will meet the functional need.

3. Develop a process or prototype to meet the requested need.
4. Test the process or prototype.
5. I.L.S. Administrator, parties requesting the function, and those who will implement the process will review the process.
6. Evaluate and either go back to step 1 or move to production.
7. Document process, communicate and educate.

8. Move to production

Research and Development (Future Needs) – Information Technology 











Information Technology – Work Design

Key Steps: 
Research and Development (Future Needs)
1. New computer technology functionality is proposed. 

2. Analyze the following.

a. Functionality.

b. System Support – including technology and cost in $ and FTE.

c. Compatibility with other systems.

3. Investigate Alternatives. 

4. Evaluate and reassess the technology (go back to step 1 or proceed).

5. Setup a test platform.

6. Install the system – software or hardware.

7. Test the system.

8. Evaluate and reassess the test (go back to step 1 or proceed)

9. Move to production.

10. Document process, communicate and educate staff.

 Data Reports – Information Technology 

















Information Technology – Work Design

Key Steps: 
Data Reports.   

1. Identify the question or need being requested (reference interview) 

2. Analyze whether the database can answer the problem. 

3. Identify the deliverable product—method, format, frequency.

4. Create the process and/or product.

5. Implement or deliver.

6. Document the process.

 New Equipment Acquisitions – Information Technology (Wish List)





Information Technology – Work Design

Key Steps: 
New Equipment Acquisitions.

1. Item goes on wish list. 

2. Monthly (periodically) review and analyze the list.

3. Evaluate and reassess the equipment request. 

4. (Deny the request and communicate the reasons to requestor, or move request to Implementation list. 

5. Acquire equipment from implementation list.

6. Install and maintain equipment. 

Troubleshooting  – Information Technology















Information Technology – Work Design

Key Steps: 
Troubleshooting 

1. Identify Symptoms (reference interview) 

2. Analyze the problem

a. Research.

b. Detail the problem.

c. Replicate.

d. Test.

3. Solutions

a. Apply a fix to the problem.

b. Contact the vendor to report problem.

c. Work around the problem.

4. Communicate the result to the user.

5. Document the problem & the result.

Software Roll-out  – Information Technology




















Information Technology – Work Design

Key Steps: 
Software Roll-out

1. Analyze the need for new software, patch or update, and/or analyze the ramifications of such a roll-out

2. Identify the method to be used for the roll-out.

a. Automatic install via active directory policies

b. Site visit to each computer.

c. Etc.

3. Schedule the roll-out and communicate with technical liaisons, if needed.

4. Communicate and educate users, if needed

5. Roll-out the software, patch or update.

6. Analyze the results and make any necessary adjustments.

System Maintenance and Monitoring  – Information Technology









Information Technology – Work Design

Key Steps: 
System Maintenance and Monitoring  
1. Identify what will be monitored and how it will be monitored.

2. If manually then establish a schedule for checking.

3. If automatically, then develop the process and set a schedule.

4. Integrate with security maintenance procedures (virus updates, patch deployment, admin acc review, etc.)

5. Examine server logs periodically, or user logs when needed.

6. When trouble arises then output to troubleshooting; when upgrade advised then output to software or equipment rollout process.

Computer/Printer Rollout Procedure – Information Technology 


















Information Technology – Work Design

Key Steps: 
Computer/Printer Rollout Procedure
1  Identify computer needs within the system


a. Areas of growth and future needs, e.g. adding patron machines


b. Consider what can be eliminated

2.  Determine what is budgeted

3.  Research and review possibilities for hardware 


a. Obtain sample machines for physical comparison


b. Compare pricing and models


c. Discuss specific configuration needs

4.  Submit proposal and place order

5.  Build computer image


a. Obtain test machine early


b. Determine image needs


c. Build image


d. Test image

6.  Develop plan for deployment


a. Create and document specific procedures


b. Identify and train liaisons in departments/branches


c. Hire additional student help if necessary


d. Make arrangements for storage and trash


e. Arrange delivery schedule with Stores and with departments/branches


f. Create documentation for users and inform users of responsibilities




7.  Install new machines


a. Scan boxes for inventory and IP registration


b. Check that users have saved appropriate files


c. Take down old machines and set up new ones


d. Install needed software and printers based upon form filled out by users


e. Answer questions and leave documentation with user

8.  Process old machines


a. Erase old machines


b. Return, reallocate, or surplus machines depending upon needs

9.  Review process


a. Resolve outstanding problems


b. Distribute further documentation to users


c. Evaluate the experience

Data Maintenance – Information Technology 


















Information Technology – Work Design

Key Steps: 
Data Maintenance.   

1. Identify the potential data to load.
2. Identify and describe in detail the service being provided by the load. 
3. Analyze the quality of the data being loaded and determine if it will provide the service or if it needs to be preprocessed or augmented.
4. Identify an existing process for preprocessing or loading data, OR Develop a prototype method for preprocessing or loading data.

5. Test the process or prototype in a test load.
6. Service Administrator, parties requesting the function, and those who will implement the process will review the data.
7. Implement production load.
8. Run the data load on production.

9.  Document process, communicate and educate.  If it is to be periodic then set a schedule.
Link Checking  – Information Technology
















Information Technology – Work Design

Key Steps: 
Link checking (this process finds major link faults)
1. Identify web and database sources for University of Kentucky links to information resources. 

a. Web sites : www.uky.ed/Libraries, www.mc.uky.edu/medlibrary, etc.

b. Voyager

c. Ejournals database

d. Etc.

2. Define criteria for checking resources.

a. Criteria for multiple resources within one domain

b. Criteria for failure of a link.

3. Set a schedule for checking links (links need to be checked over time).

4. Identify links to information resources

5. Run the link checking process

6. Identify and report:

a. Those links that were checked and failed.

b. Those links that were checked and "passed".

Web Administration  – Information Technology






















Information Technology – Work Design

Key Steps: 
Web Administration 

1. Determine the intended audience(s) for the internet information: 
a. student,  

b. instructor, 

c. researcher, 

d. community, 

e. staff, etc.

2. Identify the primary usage for the information
a. Library Instruction

b. Library Service Description
i. Determine & describe service in relation to physical location. 

ii. Describe online service

c. Information Resource

i. Describe resource (Journals, books, indexes, facts, statistics, etc.)
d. Staff intranet. 
3. Identify content provider on the web resource itself, and inform provider of maintenance responsibilities. Enter provided content description.
4. Integrate information into standard look & feel of U.K. library web site for html or evaluate alternate document type for information: (pdf, doc, xls, ppt, gif, jpg, etc.)

5. Evaluate format for ADA compliance, standards compliance, style conformance, and web policy compliance.

6. Identify appropriate web locations to link to the information and integrate it with other web services where applicable.

7. Periodically evaluate information resource usage. Remove if under used.
8. Periodically remind content provide to review the content, check appropriate links, gather stats for ARL emetrics.
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Fiscal Period Close  – Information Technology
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Current Library Information Technology Staffing

	Information Technology
	Vickery, Kelly

	
	

	Desktop Support
	Greenwell, Stacey

	
	

	*50% Agriculture, 50% Library
	Charron, Amelie

	
	Lai-Fook, Michelle (STEPS)

	
	

	Server Administration
	Baker, Jay

	
	

	Network Administration
	Crovo, Bob

	
	

	Integrated Library System
	Keller, Tari

	
	

	Web Administration
	 

	*Both report to Kelly
	Aken, Rob

	
	Kraemer, Beth

	
	


Due to the limited personnel all members of the I.T. division will have some time devoted to each cluster.
Evaluate & reassess,





Move equipment to implementation list.





New computer technology functionality is proposed.





Deny the request and inform staff of the reasons. 





Identify I.L.S. needed function – e.g., Circulation, Cataloging, Acquisitions, Reporter, OPAC, special reports, etc.











Document process, communicate, and educate staff.


�

















If need not met then Re-evaluate.





Develop a process or functional prototype to meet the requested need.





I.L.S. Administrator, parties requesting the function, and those who will implement the process will review the process.





Analyze: a) Functionality.


b) required system support – including technology,  cost in $, and FTE. c) Compatibility with other systems.





Test the process or prototype.





or





Evaluate and assess or reassess the technology.





Acquire the equipment.





Document process, communicate and educate.





    Reaccess … or            





New ILS function is moved to production.








Setup a test platform.








New Service is established.








As a result of this process, the ILS will provide a primary means for patrons to easily find information housed and organized by the UK Libraries, and will allow staff to efficiently and effectively organize and procure research and educational information.








Documentation for future processes, and maintenance.








Analyze whether I.L.S. will meet the functional need.





Vendors and U.K. Stores 











or





Periodically (monthly?) review the equipment on the list, and analyze for:


(example: see I.T. -- R & D process map.)


a. Duplicate requests from different parties.


b. Alternative, available equipment.


c. Maintenance & support costs.


d. Effect/input from other divisions.





Equipment goes on wish-list.





Equipment is requested.








As a result of this process new equipment can be procured and installed to futher patron research goals, or assist library staff to efficiently and effectively further the library's goals. 











Document process, communicate and educate.  If it is to be periodic then set a schedule on which to run it..








Implement and deliver.





Create the process to retrieve data. 





Investigate Alternatives.








If self run, then record and identify from which computer this process will be initiated (used for maintenance purposes.).





Identify how the answer is to be delivered


a) Method—email, file server, web, mail.


b) format—spreadsheet, word document, etc.


c) frequency—one time, periodic, self-run.





Information and statistics retrieved from systems.








Data report is requested.





Analyze whether the database can answer the question.








Specifically identify the question being asked or purpose for the information  (reference interview). 








Identify funds for purchase or lease.





As a result of this process, information will be retrieved from our computer systems for statistics, collection development and other analysis so that library staff may more efficiently and effectively reach library goals. 





Install the system – software or hardware.





Evaluate and assess or reassess the technology.





Move to production.


�








As a result of this process, new library computing services can be established to assist our users in furthering their educational and research goals, or assist library staff to efficiently and effectively further the library's goals. 





Test the new function. 





Install and maintain equipment.





Functioning equipment.





New services provided.








Functioning systems.








As a result of this process, stable library computing services are maintained to assist our users in furthering their educational and research goals, or assist library staff to efficiently and effectively further the library's goals. 











Identify symptoms (reference interview, if needed).





Problem is reported.








Analyze the problem:


a. Research similar problem reports & solutions.


b. Identify the cause (if possible).


c. Replicate the problem.


d. Test.














or





Vendor support or knowledge base. 





Contact the vendor and report the problem.











Work around the problem.





Apply a fix to the problem.





Communicate Result to user.





Functioning computers.








Functioning software.








Functioning systems.








Document the problem & result.





As a result of this process, new software, upgraded software, or patches will provide patrons and staff  with a secure and updated computing environment from which they can do library research or effectively perform their jobs. 








Request from library system.





Analyze the need for new software, patch or update, and/or analyze the ramifications of such a roll-out.

















Adjust, if needed.





Decision of consortia.





Bulletin from vendor.





Identify the method to be used for the roll-out.


a) Automatic install via active directory policies


b) Site visit to each computer.


c) Self install by users.


d) etc.








Result of I.T., R&D process.





Functioning software.








Functioning computers.








Schedule the roll-out. Communicate with technical liaisons, if needed.





Educate liaisons.





Communicate and educate staff, if needed.








Functioning systems.








Educate staff.





Roll-out the software, patch or update.





Analyze the results and make any necessary adjustments.





As a result of this process, stable library computing services are maintained to assist our users in furthering their educational and research goals, or assist library staff to efficiently and effectively further the library's goals. 








User or vendor listserves or alerts.





Identify what will be monitored and how it will be monitored (email lists, web site review, examine server logs, hardware reports, etc.)





Vendor support web sites.





   Manual or Auto            





Automated server reports.





If manually then establish means and a schedule for checking.





If automatically, then develop (possible R&D) the process and set a schedule.





Integrate with security maintenance procedures.








Upgrade advised: go to software roll-out or equipment upgrade.





Problem occurs: go to trouble shooting.





Functioning software.








Functioning computers.








Functioning systems.








As a result of this process, new library computers, printers, and/or other computer equipment are available for our patrons to use in finding information to further their educational and research goals, or assist library staff to efficiently and effectively do their jobs. 





User files and configurations in place.








Identify computer equipment needs within the system.





Computer and other networked equipment needs.





Functioning computers/other computer equipment.








Determine what is budgeted





Functioning software.








Research and review possibilities for hardware   a. Obtain samples for physical comparison	


b. Compare pricing and models   


c. Discuss specific configuration needs








Samples from vendors.





Review process


a. Resolve outstanding problems


b. Distribute additional documentation


c. Evaluate the experience








Submit proposal and place order





OR





For computers, build image


a. Obtain test machine early


b. Determine image needs


c. Build and test image








For printers, test drivers


a. Download and test new drivers


b. Develop plan to deploy drivers








Process old machines


a. Erase old machines


b. Return, reallocate, or surplus machines depending upon needs








Test equipment  from vendor.





Install new machines


a. Inventory and IP registration.


b. Check users’ saved files


c. Take down old equipment 


d. Set up new equipment.


d. Install needed software and printers 


e. Answer questions and leave documentation


�








Department and branch liaisons





Develop plan for deployment


a. Create and document procedures


b. Identify & train dept. liaisons


c. Hire additional student help


d. Arrange for storage and trash


e. Arrange delivery schedules 


f. Create documentation for users


e. Inform users of responsibilities


�








Storage & trash negotiated.





U.K. Stores/ lib branch deliveries.





As a result of this process, large sets of information will be made available -- in a timely fashion -- in various database services to assist patrons in reaching their educational and research goals, and will allow library staff to more efficiently and effectively reach library goals. 





Identify and describe in detail the service being provided by the load. 





Analyze the quality of the data being loaded and determine if it will provide the service or if it needs to be preprocessed or augmented.





Identify the potential data to load.





Provide additional or augmented data, if needed.





         or





Identify an exit strategy to restore old data if things go awry.





Develop a prototype method for preprocessing or loading data.





Bulk load of data into the service.








Service Administrator, parties requesting the function, and those who will implement the process will review the data. Restore, if necessary.





Test the process or prototype in a test load.





Implement production load.  





Document process, communicate and educate.  If it is to be periodic then set a schedule.








Identify an existing process for preprocessing or loading data.





Review the test process.





As a result of this process, the continued access to electronic information will be provided so that patrons can meet their educational and research goals. 








Identify web and database sources for University of Kentucky links to information resources. 


a) Web sites : � HYPERLINK "http://www.uky.ed/Libraries" ��www.uky.edu/Libraries�, � HYPERLINK "http://www.mc.uky.edu/medlibrary" ��www.mc.uky.edu/medlibrary�, etc.


b)Voyager


c) Ejournals database, Etc.








Identify added electronic resources. 





Define criteria for checking resources.


a) Criteria for multiple resources within one domain. b) Criteria for failure of a link.








Set a schedule for checking links (links need to be checked spread over time).











repeat





Identify links to information resources.








Run the link checking process.








Continued functioning access to electronic information.








Identify and report link that:


a) failed.


b) checked and "passed".








FISCAL PERIOD CLOSE





As a result of this process, ledgers for one fiscal period are closed and the next fiscal period ledgers are created.





Fiscal Period Close 





Schedule





 -





When to stop doing what 





in old fiscal year





Edit Fiscal Period Close Plan and Communicate FPC Schedule 





Review ledgers/funds





and request changes in  





structure or additions for 





new fiscal year





Run customized reports on demand to assist in 





preparation.





Define next fiscal year in Voyager





Verify/edit rollover rules





Review rollover 





rules for possible 





changes





Run Endeavor open order report and distribute 





to units for review in early June.





Day before Fiscal Period Close





1.Communicate to ALL-LIB that all Acquisitions 





work will cease at 5:00





2.Set rollover rules action indicators





3.Create and review Fund Snapshot Report





4.Create open orders report.





Morning of Fiscal Period Close





1. Create database backups





2. Disable acquisitions opids





3. Create BEFORE reports  





4. Backup acquisitions.





Create Acquisitions Security Profiles report with opids





Fiscal Period Close





Run  Fiscal Period Close program





Analyze results and make corrections





1.Run reports





2.Move selected staff  (Central Accounting and 





Collection Management) into their acquisitions 





security profiles.





Notify selected staff  





that ledgers/funds 





ready for review and 





ship appropriate 





reports for review.





Selected acquisitions 





staff review rollover for 





accuracy.   





Selected acquisitions staff  report 





whether rollover successful or not.  





Turn on Serials Check-in





If FPC is not as expected, TROUBLESHOOT PROBLEMS





MUST RESOLVE PROBLEMS BEFORE USING SYSTEM 





FOR ANY ACQUISITIONS WORK IN NEW LEDGERS or 





there is no going back.  





When resolution has been reached and selected staff are 





ready to accept new funds/ledgers, move to next step.





Serials Check-in resumes





Turn on Ledger/Fund Accounting work





Ledgers/funds are edited for structure 





and naming  changes and allocations 





are assigned to funds.





Allocations are in funds of the 





new ledgers





Turn on remaining acquisitions functionality and 





release system for normal acquisitions work.





Notify serials staff  





Notify accountants 





Staff will start to prepare for FPC





Staff reviews what purchase orders will roll 





and which ones will have to be completed 





or recreated in next fiscal year.





All acquisitionsfunctionality is 





available.





As a result of this process patrons and staff can locate information and library services on the internet to further their educational and research goals. 








Determine the intended audience(s) for this internet information: student, instructor, researcher, community, staff, etc.








Special Collections and Digital Initiatives content providers





Periodically evaluate resource usage. Remove if under used.





Integrate information into style and standard look & feel of U.K. library web site for html, or evaluate alternate document type for information: (pdf, doc, xls, ppt, gif, jpg, etc.)

















Adjust if needed





Identify the primary usage for the information:


Information resource


library instruction


library service


Staff intranet





Evaluate format for ADA compliance, standards compliance, style conformance, web policy compliance, and browser compatibility.








Access to electronic information.








Proxy, passwords, url to access product, support & admin contacts, content.








Access and Delivery content providers: 





A.D.A. law.





Server Administrators.





Research and Education content providers: 





U.K. Web policies: Standards and policies for U.K. web pages.





Library web policies: Library web group policies and procedures








Identify appropriate web locations to link to the information and integrate it with other web services where applicable.








Periodically remind content provide to review the content, check appropriate links, gather stats for ARL emetrics, etc.








Identify content provider on the web resource and inform of maintenance responsibilities. Enter provided content description.
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