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Purpose

This document is designed to assist the instructor with presenting the Getting Started with LinkOut workbook. 
Before class

· Check each registrant’s library against both the active and inactive LinkOut libraries lists. Note that a lot of linked articles doesn’t necessarily mean a lot of experience with LinkOut; it could simply mean that they’ve linked their DOCLINE serial holdings.

· There are demo accounts available for this course. After using these accounts, please reset (or have the students reset), the contact email address to linkout@ncbi.nlm.nih.gov or lib-linkout@ncbi.nlm.nih.gov. Please also make sure that any LinkOut-SERHOLD that has been set up on these accounts is cancelled. 
· Have at your fingertips the link to reset icons: http://www.ncbi.nlm.nih.gov/entrez/query.fcgi?holding=__reset (note that there are two underscores in this link)
· Remember that your My NCBI settings take precedence over a Shared My NCBI or other special URL. Be sure to log out of your My NCBI account when needed.
Welcome

· During introductions, ask attendees to describe their experience or awareness of LinkOut. You want to set up an environment in which attendees will share experiences with each other, especially regarding serial holdings, e-journals, and license agreements. This is a good ice breaker.
· Give the students a 3x5 or 4x6 card to write down what they would like to learn in the class. Collect them and read them while students are taking the initial self-text.

Exploring LinkOut from the User’s Point of View

· Be sure to point out how powerful LinkOut is for the small library. Using a Shared My NCBI it is so easy to isolate even a small library’s holdings from the 16 million records in PubMed.

· Regarding Exercise 1, be prepared to walk around the room and help attendees set up their My NCBI account. They may need help even if they’ve seen it demonstrated.

Step 1: Get a LinkOut account

· Emphasize just how easy this is to do!

Step 2: Enter information about your library

· Start this section at the LinkOut home page. Demonstrate how to find the list of LinkOut libraries. Emphasize the importance of the first word in the library name (this governs where it displays in the list), the importance of including words in the name that users are likely to use when searching for the library, and the importance of including city name and state code.

· Emphasize how easy this is to do.

Step 3: Enter your print holdings

· Emphasize how easy it is to link to DOCLINE serial holdings.

· If a collection is small, it is also very easy to upload print holdings.

Step 4: Enter your electronic holdings

· Let attendees know that this is the labor intensive part of setup.

· Let attendees know that maintenance of electronic holdings is also labor intensive.

· Let attendees know that some subscription agents will help them maintain their electronic holdings.

· If the class includes anyone who has already used LinkOut, it might be useful to have them describe their experiences and/or questions about linking electronic holdings.

Step 5: Get your LinkOut icons

· People really like seeing icons of other libraries. You can show a large number of icons by going into My NCBI -> filters -> PubMed -> Browse -> click on ‘Libraries’ -> click on ‘Add a link icon to any item that matches this category’. Then do a sample search – either a common topic or a common journal – something that a lot of libraries should have holdings for. If you are using Firefox, the icons paint down the screen; if you are using IE, they paint in a long row to the right. It’s much more impressive to see them painted down the screen. You should test this out before using it in class. It is optional, but very popular. You can point out a lot of do’s and don’ts by showing icons.

Step 6: Make your LinkOut icons display (activate your icons)

· Emphasize Shared My NCBI as the currently preferred way to display LinkOut icons.
· Be sure to tell them to search for their own library and add it to their Shared My NCBI.

Step 7: Publicize LinkOut

· Be sure to demonstrate how to find LinkOut statistics.
Exercise 2: Adding your library information to LinkOut
· These exercises were derived from questions used for usability testing of the Library Submission Utility in late 2005.
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