Getting Started with LinkOut
A National Library of Medicine Training Course
[Institution providing the training]
[date]
Instructor: [Instructor’s name]
Getting Started with LinkOut

Agenda
Welcome

1. Introductions

2. Participant Information Form

3. Lunch and breaks

Course summary and objectives

Pre-test & 3-Minute Notes (What do you want to learn?)
Exploring LinkOut from the user’s point of view

· Exercise 1: Using LinkOut with My NCBI
The 7 Steps to Setting Up LinkOut
Lunch

Implementing LinkOut

· Exercise 2: Adding your library information to LinkOut 

LinkOut versus Outside Tool

How to get help
· Exercise 3: Using the LinkOut Manual

Getting Started with Linkout

Course Description

LinkOut is a feature of PubMed that is designed to provide users with links from PubMed and other Entrez databases to a wide variety of relevant web-accessible online resources, including full-text publications, biological databases, consumer health information, research tools, and more. The goal is to facilitate access to relevant online resources beyond the Entrez system to extend, clarify, or supplement information found in the Entrez databases. 

This hands-on class provides step-by-step direction on how to activate LinkOut for your library’s print and electronic journal collections, so that your users are able to see your holdings and access full-text through the PubMed interface. Topics covered are registration for LinkOut, entering holdings, displaying your library’s icon for “branding” purposes, and access to free full-text through LinkOut.
Course Objectives
At the end of this class, you will be able to:

1. Explain what LinkOut is

2. Register for a LinkOut account

3. Set up library identity information

4. Enter your library’s holdings

5. Bring free web-based titles into your collection through LinkOut

6. Display your library’s icon(s)
7. Keep up-to-date with LinkOut developments
Exploring LinkOut from the User’s Point of View

Scenario: A medical resident comes into the library to find information for his Grand Rounds presentation in 4 hours. He performs a quick PubMed search and retrieves 482 citations. In the search result, the library’s icon marks articles which are immediately available from the library. He clicks on the tab to see what he can get immediately. After selecting several articles that are immediately available, the resident returns to the complete set of results and finds several that he orders through Loansome Doc.

PubMed’s LinkOut feature expands access to your local library collection by linking users from PubMed citations to full-text and print materials. 

Let’s take a look at LinkOut in action. There are a number of ways to do this:
· “Original” or “Classic” LinkOut – the following example for the LinkOut Demo library includes both library holdings and free full-text http://www.ncbi.nlm.nih.gov/entrez/query.fcgi?holding=psrmlib_fft 
· Linking through the Links menu on the right of the PubMed screen
· My NCBI – customizable for an individual

· Shared My NCBI – the following example for the LinkOut Demo Library includes a tab for the Linkout Demo Library and NIH Library Outside tool selections  http://www.ncbi.nlm.nih.gov/entrez/query.fcgi?myncbishare=nnlm_psr
· Outside Tool (see example above in the Shared My NCBI demo above) – more about Outside Tool later

LinkOut also provides access beyond library collections by linking to other kinds of materials. This is an area that is currently being developed. We include this here to raise your awareness, but we will not be discussing these in this course:
· Author profiles

· Consumer health information (MedlinePlus)

· Commentaries

· Practice guidelines

· Research materials

· Supplemental materials

Exercise 1: Using LinkOut with My NCBI

My NCBI is a tool to customize PubMed. With a My NCBI account, a user can save searches, automatically update and email search results from saved searches, and set LinkOut preferences. In this exercise, you will create a My NCBI account if you do not already have one; you will then set LinkOut preferences and examine the PubMed results display.
You will find instructions for crating a My NCBI account if you do not already have one.
Do the following:
1. Log in to your My NCBI account.
2. Add a filter tab and icon for CISTI, the Canadian Institute for Scientific and Technical Information.
3. Run a search in PubMed and examine the results in the Abstract display (example: ‘breast cancer’).
4. Describe your findings.
5. For this search topic, how many articles are linked for CISTI?
6. Repeat the above steps, selecting another library of your choice. Be prepared to describe your results to the class.

Note: LinkOut uses cookies to maintain your LinkOut settings. In addition, these settings will remain in effect for several hours. If you are testing LinkOut in your library – or if during this class you want to try several different LinkOut settings – you will want to reset your LinkOut settings. To do this, enter the following URL (note that there are two underscores before ‘reset’):
http://www.ncbi.nlm.nih.gov/entrez/query.fcgi?holding=__reset

How to set up a My NCBI account
To create a My NCBI account:
1. Click Register on the My NCBI header
2. Enter a User Name (3-10 alpha-numeric characters) and a Password (6-8 alpha-numeric characters) – Note: this is a real account, be sure to write down your User Name and Password!

3. Choose a security question and answer
4. Enter a default e-mail address (optional for this class)

To make your selections, sign in to your My NCBI account and then:
1. Click Filters on the My NCBI sidebar
2. Click PubMed to view the Quick Pick list of commonly-requested filters
3. To review or change your LinkOut icons settings, click:

a. Browse to browse filters and LinkOut providers by category

b. Search to search the filter and LinkOut provider names and descriptions

c. My Selections to see a list of your current filter and LinkOut provider icon settings
4. Click the checkbox next to each selection to add an icon to your PubMed displays

Note: you can add up to five filter tabs, but you can add an unlimited number of icons.

The 7 Steps to Setting Up LinkOut

Step 1: Get a LinkOut Account

Step 2: Enter information about your library

Step 3: Enter your print holdings

Step 4: Enter your electronic journal holdings

Step 5: Get your LinkOut icons
Step 6:  Make your LinkOut icons display (activate your icons)
Step 7: Publicize LinkOut
Step 1: Get a LinkOut account

The first step in getting started with LinkOut is to register and get an account set up for you. You will use this account to log on to the Submission Utility. This is where you set up your information. You do not need to have all your holdings information at hand to sign up for an account. It takes very little time to set up your account.
Send an email message to lib-reg@ncbi.nlm.nih.gov with the following information in the subject line and body of your email message:

1. Subject: LinkOut Registration Request

2. Body:

a) Library Name

b) Contact Person

c) Email Address

d) Phone Number

e) Address

f) LIBID – if your library is a member of the NN/LM

Within a week, the LinkOut team will send you a message with your library’s LinkOut User Name and Password. Note that they are case sensitive.

Note: Has anyone in your library already signed up for an account? If you do not remember your library’s user name and password, you can contact the LinkOut user team; they will be able to help.

Other things you can do:

· Talk with other staff about LinkOut, especially serials and acquisitions staff.
· Decide who will be responsible for LinkOut maintenance and add this name and role to your library’s DOCLINE institutional record. If you are not a DOCLINE library, ask your LinkOut representative to do this for you (800-338-7657).

· Talk with your subscription agent to see if they can help you with LinkOut. Some agents will manage your e-journal LinkOut information; you will need to contact NCBI to authorize them to do this.

Step 2: Enter information about your library
Now you are going to add your library’s ‘Identity Information’. This is very easy and takes almost no time.
Using your LinkOut User Name and Password, click on Library Submission to get to the Library Submission Utility. Then click on Update Library Identity and enter information about your library. The first three items will display to the public, the last item is for internal use only by the LinkOut team.

1. Library Name (include city and state)

2. Display Name (for the tab if you are using Shared My NCBI)

3. Public Web Site URL (for your library or your parent organization)

4. LinkOut Contact name and email address (note that the name and email address is not publicly displayed and is only available to NCBI staff)

Hints

· Changes will be effective in 48 hours.

· The Library Name will determine how your library name will display alphabetically in a list of libraries. If your library has a common name, such as St.Mary’s Hospital Medical Library, be sure to include your city and state to differentiate it from other hospitals with the same name. If your organization has multiple locations, use a form of name that will group it together with the other parts of your organization.

· The words in your library name will be searchable; make sure you include the words your users are likely to use when adding your library to their My NCBI accounts.

· The Display Name is used on the PubMed filter tabs. There is not a lot of real estate in this tab, so keep your name as short as possible while still being meaningful!

· If your library does not have a public web site, use the web site of your parent organization. Make sure the web site URL is publicly accessible, not an intranet or behind a firewall. The web site is used simply to help identify your organization; it serves no other purpose.

· Don’t worry if you make a mistake. You can change any of these values later.

Step 3: Enter your print holdings
There are two ways to enter your print holdings. If you are a DOCLINE library, you can simply have LinkOut use your DOCLINE serial holdings. If you are not a DOCLINE library, you will need to send NCBI a list of your print journals.

DOCLINE Libraries

This option is available only for US, Canadian, and Mexican libraries that participate in DOCLINE. It is the easiest way to include your print holdings in LinkOut. We recommend that you add your print holdings right away.
Note: A group of libraries can collaborate to have their print holdings appear in one display; if they chose this option, they will not be able to list their holdings individually. This is useful for an organization with more than one campus or for an organization that wants to include more than one library, for example, a medical library and a patient library.

Click on Library Submission and then click on Print Holdings via SERHOLD.
1. Enter the number of LIBIDs you want to include.

2. On the next screen, enter the LIBID.
3. Then enter the physical location of the journal collection. Think about what description would be most useful to your users.

4. Enter your OPAC URL if you have one. If included, a link will display with your print holdings.

Non-DOCLINE Libraries
You will need to create a text file of your journal holdings that you will upload to the Library Submission Utility. You will find the file specifications in LinkOut Help – be sure to read this if you want to take advantage of this option. It is not difficult to do if you have a small collection. Just to give you an idea, you would need to create a text file in the following format:
ISSN|ESSN|Medline abbreviation|Start year|End year|Start volume|End volume|Acquisition status*
*Acquisition Status: 4 = ongoing subscription, 5 = no longer received.

Step 4: Enter your electronic journal holdings

Click on Library Submission, log in, and then click on Manage Online Full-Text Holdings. Note that you can Edit Holdings or Display Holdings. When editing holdings, you can look for journals in three ways. You can look by:

· Full text provider – this is useful if you have your journal information from your invoices or aggregators. You can look for example, under EBSCO or Ovid, or specific publishers such as American Academy of Family Physicians or Elsevier.
· Alphabetical display of journal names – for example, looking alphabetically for the American Family Physician.
· Using the search box to search for a specific title

When you find the listing, you will check the box for the title and then indicate your holdings. Note that you can select specific years from pull-down boxes. Also note that you can indicate an embargo time period for journals which are available full-text after a specific time period. You can also indicate your retention period in case you do not keep the title permanently.

Hints

· Entering your electronic holdings is the most time-consuming part of LinkOut. It takes time to enter your journals initially, and it takes time to keep your holdings up to date.

· Before starting, analyze your e-journal license agreements and holdings.

· Compile a list of vendor and publisher names with titles and holdings. You might find it easy to gather your journal invoices by provider – it may be the most efficient way to add your holdings information.

· Enter holdings in multiple sessions – don’t try to enter all the data at once. In fact, try a small number and see what they look like before doing more. Just remember that the holdings will not appear until the next day.

· Be sure to activate your electronic holdings before adding the titles to LinkOut.

· Some full-text providers do not provide links to NCBI, i.e., they are not LinkOut participants. Some participants do not provide links to all of their online journals. Encourage these providers to provide links to NCBI.

· A journal may have multiple providers. Make sure that you select the provider(s) through whom you have access to the journal.
· If you have access to a journal from more than one provider, select all of them when you add your electronic holdings. Some full-text providers choose to omit links to certain articles or types of articles that may be linked by another full-text provider. If you select more than one provider for a full-text journal, only one library icon will display with a link to full text from only one provider. LinkOut will first assign your icon to PubMed Central, then to the publisher, and then to an aggregator. If there are multiples in any of these categories, LinkOut will select the one that comes first alphabetically.

· LinkOut does not perform any user verification. When a user clicks on a link for online full text, access depends on pre-existing licensing agreements between your library and your full-text providers.

· Only add titles for which you have IP or proxy address. It is usually too difficult to add titles which require password access.

· Be sure to save each page before you go on to the next one. If you do not click on the Save button, your work will be erased.
· Note that when you go to Edit Holdings, you will see an option to view a list of journals that have been added to LinkOut since the last time you updated your LinkOut holdings.

Check with your serials agents to see if they provide any services that will help you with LinkOut.

Step 5: Get your LinkOut icons
You will need two icons for linking out to your library holdings, one for print holdings and one for electronic holdings. You can use the default icons supplied by LinkOut, but most libraries like to use an image or logo that is familiar to people in the organization.
LinkOut icons must follow certain design parameters as specified by NCBI:

· Recommended size – 100 x 25 pixels or smaller
· Should look like a button (rectangular)
· Should have an outline

· Should not have a white or transparent background

· Should be readable and easily recognized

· Should be in *.jpg, *gif, or *png format

Many libraries get help from their IT departments or marketing departments when creating icons. You can also ask your regional LinkOut representative for advice.

If you are just starting to design an icon, you might want to look at icons used by other libraries. To see a VERY LARGE number of icons, log on to your My NCBI account, click on Filters, then PubMed, then Browse, then Libraries. Instead of selecting a specific library, simply check the “Add a link icon to any item that matches this category” box.

When designing an icon, it might be useful to look at your organization’s web site. Is there a logo that can be used? Are there preferred colors? Does your organization have a graphic identity program that should be followed? What messages do you want to convey with your icons?
You can store your icons at NCBI or locally. If your icons are stored locally, be sure they are on a publicly accessible web site and not on an intranet or behind a firewall. The URL must point directly to the icon file, not to an HTML page.

Step 6: Make your LinkOut icons display (activate your icons)
When you enter PubMed through a special URL, PubMed stores a cookie on your machine that instructs PubMed to set the preferences indicated by the URL. The workstation must be set to be able to accept cookies. Cookies will expire after 8 hours of inactivity; at this point, PubMed options will be reset to the default.

LinkOut icons will display in PubMed in the Abstract, AbstractPlus and Citation views. However, they will not display unless you make them display. Change the URL on your library web site or on your hospital intranet to one of the following.
“Original” or “Classic” LinkOut display

To display library icons using a special URL, use the following URL to go to PubMed and replace NameAbbrev with your library’s LinkOut User Name.
      http://www.ncbi.nlm.nih.gov/entrez/query.fcgi?holding=NameAbbrev 
To include icons for more than one library, change the URL to the following:

     http://www.ncbi.nlm.nih.gov/entrez/query.fcgi?holding=NameAbbrev1, NameAbbrev2 
To have free full text articles display with your icon, change the link to PubMed to the following:

     http://www.ncbi.nlm.nih.gov/entrez/query.fcgi?holding=NameAbbrev_fft 
Shared My NCBI
To display library icons using a Shared My NCBI account, do the following:

1. Log into the Library Submission Utility and enter in the Display Name field the name you want for your library on the filter tab in the PubMed results screen.

2. Create a My NCBI account and use your LinkOut User Name as the My NCBI account User Name.

3. Sign in to the account and click Filters in the blue sidebar menu. On the Filter Selection screen, check the box for Institutions - share filter selections. Select a database and select the desired filters and icons.

4. After selecting the features you want to share, create a URL to share the settings using the format: http://www.ncbi.nlm.nih.gov/entrez/query.fcgi?myncbishare=UserName
     Replace UserName with the shared My NCBI account User Name. 

Note: It is important that library staff store the username and password and the answer to the security question for their shared account in a safe but accessible place; NCBI is not able to provide this information. Keep in mind also that libraries can establish multiple My NCBI accounts, so shared settings may be created for different user groups. 

How is the user affected by a Shared My NCBI?

A user accessing PubMed through a Shared My NCBI account is not signed into My NCBI – so the My NCBI box in the upper right will not display, “Welcome username”.
· If the user decides to sign into My NCBI with a personal account, the settings for the personal account will override the library’s settings. 
· If a user who has accessed PubMed via a shared account URL decides to register for a personal account, the shared settings will be copied to this new account. The user may then edit the My NCBI settings for the personal account as desired.

Classic LinkOut versus Shared My NCBI
	
	Classic LinkOut
	Shared My NCBI

	Include free full text with your library icon?
	Yes
	Yes*

	Include more than one library’s icon in the PubMed display?
	Yes
	Yes



	Include a tab for my library’s holdings?
	No
	Yes

	Include a tab for free full text?
	No
	Yes

	Include Outside Tool selection?
	Yes
	Yes

	Limit a search to my library’s print and electronic journals?
	Yes, add the following to your search: loprovUserName [filter]
	Yes, click on your library’s filter tab

	Limit a search to both my library’s holdings and free full-text in the same search?
	Yes, include both loprovUserName [filter] and free full text [filter]
	Yes, include both loprovUserName [filter] and free full text [filter]


* To add your library icons to citations with free full text when using Shared My NCBI, use the following URL:

http://www.ncbi.nlm.nih.gov/entrez/query.fcgi?myncbishare=MyNCBIusername&holding=LinkOutusername_fft


Step 7: Publicize LinkOut 
Now that you have LinkOut up and running, you need to publicize LinkOut so that users see your icons and know that they provide access to your collections. Here are some things you can do:

· Update the PubMed link on the library web site.

· Search out and find any other links to PubMed that might be on the web sites of other departments. Show them LinkOut capabilities and encourage them to use the new links as well.

· Include information about LinkOut in your library publications – library guides, handouts, bookmarks, etc.

· Send out announcements to your users to let them know about the new LinkOut capability.

· Teach your users how to use My NCBI – not only for LinkOut but also for saving and emailing search results.

· Share your LinkOut statistics with your administrators. After you have been using LinkOut for some time, you can check your statistics in the Library Submission Utility. You can get the last 12 months of statistics for:
· LinkOut Total: Number of times users click on your library’s LinkOut icons or links under your library name in the LinkOut display. The number of times users click on your electronic holdings

· LinkOut Full Text: Number of times users click on your library’s online full-text icon or the electronic full text link under your library name in the LinkOut display.
· LinkOut Print: Number of times users click on your library’s print icon or the Print Collection link under your library name in the LinkOut display.

· LinkOut Local: Number of times users click on your library’s icon or link under your library name in the LinkOut display to connect to a local link resolver.

· Outside Tool: Number of times users click on your library’s Outside Tool icon.

· holding=[linkout username]: Number of times users click on the special URL with your LinkOut username. The special URL turns on your library’s LinkOut icon.

· otool=[outside tool username]: Number of times users click on the special URL with your Outside Tool username. The special URL turns on your library’s Outside Tool icon.

· Teach your IT staff about LinkOut – it’s a technology they will like.

Exercise 2: Adding your library information to LinkOut
Using the Library Submission Utility

Log on to the Library Submission Utility using the User Name and Password given out in class. If you have your own LinkOut User Name and Password with you, please feel free to use that – but if so, use real information not the simulations given below! 

1. Fill out the Library Identity information. Your library is the “Julius Splatt Memorial Library”.  Add your library URL – http://www.splatt.org/library. Include your name and email address as the LinkOut contact. Add your Display Name as well.
2. Add your library full-text icon. Use this URL – http://www.splatt.org/library/image/fulltext.jpg.
3. Your library has serial holdings in DOCLINE, and you want to link to your print holdings. Your LIBID is CAULIB. Add your LIBID to your LinkOut account.
4. Now you’d like to change the information that LinkOut has about your electronic journal subscriptions. You’d like to start with journals provided by EBSCO. View a list of journals provided by EBSCO.

5. Your library subscribes to the following journals from EBSCO. Check to see if they are in your library’s electronic journal holdings:

a. Acta Diabetol

b. Acta Histochem

6. Add EBSCO as a provider for the Acta Histochem journal. You have electronic access for all available years.

7. You’ve recently subscribed to a number of dentistry journals and would like to see if they are available through LinkOut. View a list that will let you see if the following journals are included in LinkOut:

a. Clinical Implant Dentistry and Related Research

b. Community Dentistry and Oral Epidemiology

c. Evidence-Based Dentistry

d. International Journal of Paediatric Dentistry

e. Journal of Dentistry

f. Pediatric Dentistry

8. Paediatric Dentistry is included in your library’s subscription package from the publisher, Dental Publications. You have access to all available years. Add this journal to your library holdings.

9. For the Acta Histochem journal, your library has subscriptions from two full-text providers, Blackwell and EBSCO. By default, your LinkOut icons link to your Blackwell subscription. You would prefer to have the icons link to the EBSCO subscription first, with Blackwell as a backup. Make this change. (Use this question after version 2 of the Library Submission Utility, expected in 2008.)
Exploring icons
1. To see a VERY LARGE number of icons, log on to your My NCBI account, click on Filters, then PubMed, then Browse, then Libraries. Instead of selecting a specific library, simply check the “Add a link icon to any item that matches this category” box. Now look at PubMed results in the Abstract view.
2. Look at the wording on icons for print materials. What wording do you like?

3. Look at the wording on icons for e-journals. What wording do you like?

4. What icons do you find attractive?

5. What makes an icon easy to read?

LinkOut versus Outside Tool
	
	LinkOut
	Outside Tool

	Requires special software?
	No
	Yes, requires a link resolver

	How do you submit holdings?
	Library Submission Utility 
	No holdings submitted

	Icons appear on which records?
	Only those that are in the library’s print or e-journal collection
	Icons appear on all records. When you click on the icon, you get a display giving you options – a clickable link to full text if available, a link to your online catalog, a link to a document delivery request form

	Are there different icons for print and electronic holdings so that you can identify what’s available right from the Abstract display?
	Yes
	No

	Can you limit a PubMed search to your library holdings?
	Yes
	No

	Can you display holdings using a filter tab in My NCBI
	Yes
	No

	Are statistics available?
	Yes
	Yes, but limited to URL

	
	
	


How to get help

If you have questions about LinkOut, you can:

· Call your LinkOut representative at 800-338-7657

· Send email to lib-linkout@ncbi.nlm.nih.gov
To keep up-to-date, sign up for the Announcement List and Discussion List.
Announcement List

The library-linkout announcement mailing list provides news and information about LinkOut, Outside Tool, and Document Delivery Service. This mailing list is for announcements only; you cannot send messages to the list. The list of subscribers is private.

· Subscribe by email. Send a message with “subscribe” in the Subject to library-linkout-request@ncbi.nlm.nih.gov. Leave the message blank.

· Subscribe on the web at http://www.ncbi.nlm.nih.gov/mailman/listinfo/library-linkout

Discussion List

LINKOUT-L is a discussion list for libraries hosted by the National Network of Libraries of Medicine, Greater Midwest Region. Anyone can subscribe. Members of this list will receive the announcements from library-linkout, have the ability to problem solve with current users, and have the opportunity to tap into the expertise of the LinkOut Coordinators. This list is not moderated by NCBI.

· Subscribe to the list by sending an email message to listserv@uic.edu with the command: SUBSCRIBE LINKOUT-L Your Name. You do not need a subject for the email.

Frequently Asked Questions (FAQs) for LinkOut Libraries 

The LinkOut team keeps the FAQ list up-to-date. It is one of the most useful resources for learning about LinkOut and getting answers to your questions. It is quite likely your questions have already been asked by others. You can get to the FAQ list from the main LinkOut menu or by going to: 

      http://www.ncbi.nlm.nih.gov/entrez/linkout/doc/liblofaq.shtml
Exercise 3: Using LinkOut Help
Search LinkOut Help for any of the following topics. Pick whatever is of most interest to you.
1. How to create a text file to upload print holdings.
2. How to get statistics from LinkOut.
3. How to eliminate the default, i.e., publisher, icons from your display.

4. How to add call numbers to your print holdings records.

5. How to make icons display in a direct link to a Clinical Queries search

Note: LinkOut Helpl is available as a book on the NCBI Bookshelf at the address shown below. You can search books on the bookshelf and you can also print PDF copies of the entire LinkOut Help book.
http://www.ncbi.nlm.nih.gov/books/bv.fcgi?rid=helplinkout.chapter.lib
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