U.K. Libraries Web Site

 INFORMATION RESOURCES Guidelines

Policy

The Information Resources section of the Staff-Side to the UK Libraries website is designed to allow content management of new and existing information resources for public access.  Access to content is restricted by log-in, so that content on a given resource can only be edited by the page owner or by Web Administration.  If you have any problem with editing, contact WEBADMIN@LSV.UKY.EDU for help. 

Information Resources

An individual record for each database, full-text source (conglomerate or reference) and dataset purchased by the library system will be maintained on the information resources pages and available for selection for use on any subject, instructional and campus library page. These resources are primarily web-based, but CD-ROMs, application resources (e.g., SciFinder Scholar) and download sites (e.g., ICPSR) are also included. Records can also be created for significant free Internet resources. Print resources and peripheral web resources should be included in appropriate subject guides using additional tabbed pages (see the Subject Guide Guidelines). Individual journal titles should NOT be included, but specific collections or stand-alone subsets should be included when they offer pertinent access for research groups in subject disciplines.

The list of information resources on the web site should act as a guide to assist patrons in selecting the best available information resources in particular subject areas or academic disciplines.

Who Enters Information Resources

Specific product entries and modifications will be a accomplished by the appropriate Content Manager for a given subject area. Generally, these CMs are Academic Liaisons, Subject Librarians, Bibliographers, Selectors, and other individuals who may select or manage information resources and collections for the library system. As subject specialists, they determine which information resources are "most useful" to enter into subject guides (see the Subject Guide Guidelines for more information). While not a requirement for entering information resources into the web site, it is likely that subject specialists will also manage one or more of the library’s Subject Guides. Student workers are not allowed to enter resources on the web site.

Responsibilities

Entry of an information resource record automatically associates the staff person's ID with that resource and that person becomes the contact for assistance, issues or problems with the resource as well as the owner of the record.  When the resource record is displayed, the person’s contact information is also displayed. To indicate an in-house admin./technical support person and/or technical support contact information from the vendor, use the Staff-only restriction note:  field. 

The record owner is responsible for updating resource information and links as the resource changes or evolves. Web administration may suggest changes or edit records to provide uniformity and compliance to standards, in particular for resources that share a common interface (e.g., CSA Illumina and WebSPIRS databases) and can also provide product administration and other maintenance support. If a resource disappears, is withdrawn from the collection, or cannot be found; then it should be suppressed from the web.  Suppressed records will be removed after a sufficient review period has elapsed.  Suppressed records should include the word “suppressed” at the beginning of the title and the Staff-only restriction note: field should indicate the reason for the suppression. Use Staff Side news announcements to indicate to other CMs that the product has been suppressed.

Content Managers will add records for newly purchased products, working with the vendor administrator and/or web administration to determine, for example, correct URLs and to set up the product interface. After the newly purchased resource is added, the electronic resources librarian should be contacted that the product is live. CMs should create a News Announcement (see the Announcement Guidelines document) and send an all-lib to introduce the resource to the library system and other selectors who may want to consider it for their subject pages. The web editor will add the new resource to the library news distribution list.  The electronic resources cataloger will add the product to Voyager.

If the new product contains full-text items (e.g., ebooks, ejournals), CMs must notify the electronic resources librarian to arrange for the addition of the specific titles to the 

E-Journals Database and/or Voyager.

Formats

All entries should be validated to conform to XHTML 1.0. Entries may be checked by clicking the validate page link from the public view. CMs may seek assistance from the web administration to comply with this standard.  Any entry not in compliance may be edited and altered by the web administration.  Entries should also conform to the look and feel of the library system's web site as established by the Web Advisory Committee. If images are required, see the Images Guidelines document.

Entering Resources
When entering a new resource into the system use the Information resources link in the left-navigation bar of the Staff Side to access a Create a new resource form.
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The following describes how to use the various entry fields:

1) Resource name: The name for the information resource should be entered here. It should reflect the formal name of the resource. The alt-title field should be used for uniform title entries. (The alt-title field appears only on a created record form; see the “Revising Entries” section). There is a 255 character limit for these fields; nonetheless, avoid abbreviations (except for standard acronyms) as these names will be keyword searchable. You may enter an abbreviation in parentheses at the end of the title [e.g., Biography and Genealogy Master Index (BGMI), inverting the information in the alt-title field for alternative alphabetical listings]. You should also enter the provider’s name in parentheses at the end of the title when we get the same resource from more than one vendor, maintaining separate records for each and pointing out any distinctions among the different versions in the Resource Description.

2) URL: for on-line resources the URL to the resources should be entered here.  If the resource is not an on-line resource then leave this field blank. It is sometimes a difficult task to determine the best URL to get to the resource, and web administration will provide assistance in this task, or they may make adjustments if necessary. In some cases, the URL will need to be created by the administrator for that particular vendor (e.g., CSA Illumina dbs.) You do NOT need to enter the ezproxy prefix with the URL when creating a new record: see the “Access” section.

3) Resource Description: enter a description of the information resource here. Along with the resource name field, this field will be searchable in a public-side keyword search. Include content coverage information, format types covered, etc.

When borrowing text from vendor descriptions, edit content so that “sales pitch” language is removed.  Emphasize the type of coverage, as well as unique content and access points. Note that the first 80 characters of the description appear on the short listing in the initial search results, so try to write the entry so the first 80 characters reveal the basic focus of the tool.
4) Access:

a. "Resource available via EZproxy"—click if the license to an online resource allows off-campus access. The ezproxy prefix will automatically be entered into the URL if this is clicked. You should also click the "Request proxy addition/change " link (on the left nav. bar) to request that  EZproxy is setup for this product, and also contact the Electronic Resources Librarian.

b. "Restricted to campus use only" —click if license to the online resource does NOT allow off-campus access.

c. "Restricted" —click 

i. if a further online restriction is in place, such as a password or IP limits to a particular library or building.  Describe the limitation in "Usage Note" but do NOT enter the password there; place it in the staff-only restriction note.

ii. if the resources is paper, CD, DVD, etc.; note in which library or location the resource can be found in the "Usage Note." Also note the format in the resource description.

d. "Free resource" —click if the resource is a free, on-line resource. 

5) Full-Text: If the information resource provides any full-text resources (as opposed to citation only), then click yes.

6) Journal Index: Click Yes if the product is primarily a journal index or provides significant journal indexing.

7) Staff-only restriction note: Information entered here is NOT seen by the public (it will only be viewed on the staff side); enter any password or product contact information here. You may also use this field to explain the reason when you suppress a record.  This note should be kept brief.

8) Key Words: Add additional terms that will help users who are searching for products of this nature—the terms are searchable in the public databases search page. You  need only add terms that do not appear in the title or resource  description.

9) Vendor Name: Enter the vendor name here. Vendor names may be standardized  by the web administration. If you are aware that other products are available from this vendor, look for the format of the vendor name in the record for that product. Find other products by the vendor by searching the vendor name on the information resources page.

10) Aggregator: Optional. If multiple information resources are available from one vendor, and you have a usage note common to them all, then an aggregator can be added and selected; contact Web Administration to have this set-up. Otherwise, this field should not be used. Indicate vendors in the vendor name field.
11) Coverage: Enter the dates of coverage for the resource.

12) Update frequency: If pertinent, you may enter the frequency that the resource is updated. 

13) Usage Notes: Optional. If there are peculiar aspects concerning how to use the information resource that need to be highlighted, then a note should be added here.  In particular, specify the process to follow to acquire full-text for resources indexed in the product. This is particularly important for those resources that have idiosyncratic indications for full-text access (e.g., WebSPIRS). This is also a good place to indicate procedures for users to obtain current awareness alerts for the resource. If there are special instructions that the user needs to know in order to use the information resource that need to be highlighted, then a note should be added here. You may also provide links to FAQs, tutorials, or specific help pages for this resource. Contact web administration to set up additional pages or to include pdfs.

Revising Entries

When changes are necessary to a record you’ve created, search for the record in the Staff Side on the same page that you used to create a new record. Note that this searches the Resource name field only, and you must exclude punctuation (such as apostrophes). See the following search form at the top of the page.
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The record will appear with the content visible in the appropriate fields.  You can alter any of the existing text in the text boxes using the Widgeditor, and you can change the radio buttons, if necessary. The revision form has two additional fields, one for entering alternative titles, and one to suppress the record (or un-suppress it) using radio buttons. When adding alternative titles, use the Add Alt Title button, then Submit the record.
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Anytime you submit a new record or revise one, be sure to view it in the public side and make sure all the links work as you expect.  

Linking to Resource Records

Within the Resource Description field of any Information Resource record and in the content field of any “Other” pages, you may use “dynamic links” to include a direct link of an electronic resource in the text or to include a link to the Electronic Resource detailed description link.

To include the direct link to the product:

Use the following layout

{irtitle=xxx}

where XXX is the number that appears at the end of the product URL when you are viewing the description of the product in the public side, e.g., lir_id=61 would appear as

{irtitle=61}

Be sure to use the “wavy” brackets.

To link to the description use record instead of title in the dynamic link:

{irrecord=61}

In both cases, put the dynamic link in the location in the text where you want the Resource Name to appear.

Replacement of a Resource/Name Change

When a resource has been replaced by a different resource or undergoes a name change, maintain a record under the name of the old product/name with a cross-reference to the new product/name for at least 3 months.

Should this resource be added to the collection of “Information Resources”?  

When content managers provide a link to a web-based resource, they can select a resource from the Information Resources collection or use a typical hyperlink to the resource.  If they use the dynamic link process to link to a resource from our collection, changes to the title, URL, etc will be automatically updated on their pages.  If they add a traditional link, the content manager is responsible for maintaining the accuracy of the link.  Adding a direct link rather than contributing a resource to the collection also means that the resource is not easily incorporated by other Content Managers.  

When making a decision about whether a resource should be added to the collection, consider these issues.  (If you answer ‘yes’ to most or many of these questions, then you probably want to add the resource to the collection rather than placing a static link on your page.)

· Did we pay for access?  (If the answer to this question is yes, then definitely add it to the collection.)

· Is the resource a scholarly site of lasting value?  

· Is the resource something that would be linked on several pages?  
· Suggested reading:  http://www.clir.org/pubs/reports/pub98/contents.html
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