iPAC/Catalog Training

 Announcement and Outline
Announcement

“Would you like to learn how to find books, videos and CD’s quickly and easily using the Library Catalog? You can also learn to reserve materials and to find out what materials you have checked out. Please come to the Information Desk for a brief overview on how to search the Library Catalog. The class will begin at (Today’s time) and last about 20 minutes. Thank you.”
Trainer Outline

Do this demo on a Refence and Research or an Internet workstation. 

Using the Catalog Tips booklet as an outline, please try to cover these topics:

1. Briefly describe the 4 tabs (Search, My Account, Find a Good Book, and Feedback) on the Library Catalog homepage.

2. Do an author search or a title search.

· Possible author search: Grafton Sue.  Note that titles are in random order.

· Possible title search: Gone With the Wind.  Note the variety of formats in the results list.

3. Do a subject search.

· Possible subject search: alternative medicine.  Note the list of libraries is in alphabetical order. Sort list by date.  Select one title - show details and holdings.  Reserve one of the titles using a dummy patron barcode 1011 8193.  Do not give out the barcode to participants.  Make certain to cancel the item after the session.

4.  Briefly explain the different types of possible searches:  

 Starts with…; Keyword; Kids; By Format; Advanced Search 

5.  Do a "By Format" search.  Note to use this search if looking for a 

 certain format

· Possible search for video: Exercise.  Can search for audios and cds in the same way.

6.  Using dummy patron barcode 1011 8193 and pin 5555 go into patron record.

 Show items out, blocks, holds.

7.  Mention that the catalog is available remotely and works in the same way.

8.  Hand out the eLibrary Tips trifold, and the Catalog Tips booklet.  
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