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Getting Started with your Follett Shelf

FollettShelf is a service that provides easy web-based access to all your Follett
eContent. Your teachers and students can access your Follett eContent from
any location that has internet access. FollettShelf supports and promotes easy
usage of your Follett eContent from home, in the classroom or from anywhere
with access to the web. You can also easily configure your FollettShelf to allow
your teachers and students to login with their own specific username and
password to support online checkouts and/or downloads of your Follett eBooks.

We recommend that you read through this document to ensure that you can take
advantage of all the capabilities of your FollettShelf.

This document contains the following sections:

e Setting up your FollettShelf
- Logging in as the Administrative User
- Configuring User Accounts
- Configuring your Guest Account
- Configuring Patron Accounts
- Defining Patron Access Levels
- Show or Hide Reading Level Information
- Allowing users to browse your FollettShelf without logging in
- Defining Patron Types and Policies
- Enable/Disable Auto-Publishing of Patron eBook Reviews
- Defining Circulation Types and Loan Policies
- Manage access to content by assigning permissions to specific
patron types
- Importing Patron Accounts
- Exporting Patron Accounts
- Creating Individual Patron Accounts
- Removing or Changing Patron Accounts

» Using your FollettShelf
- Searching your FollettShelf
- Adding local subject headings
- Availability of titles on your FollettShelf
- Circulating eBooks on your FollettShelf
- Hiding titles from the Library view
- Reporting tools in your FollettShelf
- Single sign-on access to digital subscriptions
- FollettShelf and your Library System
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Setting up your FollettShelf

Getting started with your FollettShelf is easy. This section provides you with
information on the various configuration options to present your Follett eBooks to
your teachers and students.

Logging in as the Administrative User

Follett Library Resources has provided you with the web address (URL) to
your FollettShelf, and your FollettShelf administrator username and
password. Your FollettShelf comes with access to all of your Follett
eBooks.

Enter the URL in a supported browser at any workstation that has Internet
access.

Supported browsers include Internet Explorer 7.x and 8.x, Apple Safari 3.x
—5.%, and Firefox 3.x.

Enter your administrator account username and password and click Login.
When you login for the first time, you will be prompted to change your
administrator password.
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Getting Started with your FollettShelf

After you have logged into your FollettShelf with your administrator
account, click on Setup in the top right corner to complete the following
tasks.
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Configuring User Accounts

In addition to your administrator access, you can configure a Guest
account and multiple Patron accounts to access your FollettShelf. The
Guest account allows online-only access to your Follett eBooks. Patron
accounts can be configured to allow both Online and Download Check-
Out. Your students and teachers will need either a Guest account or a
Patron account to access your FollettShelf.
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Configuring your Guest Account

The Guest account ensures that your Follett eContent is only accessible
by those users to whom you wish to provide access. Anyone using your
Guest username and password can read your Follett eBooks “online” on
your FollettShelf. This “Read Online” access would be similar to taking a
physical book off the shelf in your library and sitting down to browse the
book. The Guest user has access to the content for as long as they
continue to read online; when the user returns the eBook to the shelf (i.e.
when they logout or leave the FollettShelf, or click Return Book in the
reader), the eBook will become accessible to other users.

If you want to provide Guest user access to your Follett eBooks, click on
Access Levels, enter the username and password that you want to utilize
for Guest access and click on Save.
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If you don’t want to create unique accounts (patron accounts) for your
teachers and staff, you are now ready for others to use your FollettShelf.
Just provide your URL and the Guest username and password to your
site’s students and teachers.
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Configuring Patron Accounts

Patron accounts can be created to support Online and/or Download Check
Out of your Follett eBooks; each patron account will have a unique
username and password. Online and Download Check Outs allow the
patron to retain access to the eBook for the loan period defined in your
policies — similar to how they borrow physical library books from your
school or public library.

You can define patron types to classify your patrons, such as defining one
loan policy for students and another for teachers. You can also define
different circulation types for your eBooks, such as “General eBooks” or
“Reference Materials”.

Patron types and circulation types are used in combination to define your
loan polices. For example you can indicate that “Students” can borrow
“General eBooks” for 7 days and “Reference Materials” for 2 days, and
that “Faculty” can borrow “General eBooks” for 14 days and “Reference
materials” for 7 days.

Defining Patron Access Levels

All patron accounts can have access to Online or Download check outs.
To configure which type of borrowing you would like to support, click on
Setup, then click on Access Levels, and choose whether patron accounts
can check out Online, check out Download or both and click Save.
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Show or Hide Reading Level Information

FollettShelf provides reading information (when available) for each of the
following reading programs:

. Accelerated Reader

. Reading Counts

. Lexile

. Reading and interest levels (provided by Follett)

To switch on or off the availability of this information to your patrons, click
on Setup, then click Maintenance and under the Reading Programs tab
check/uncheck the items according to your site’s needs.
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Allowing users to browse your FollettShelf without

logging in

You can configure your FollettShelf to allow anyone to browse your list of
eBook titles without having to log in, until they decide to either read the
title online or check the item out. At that time they will be prompted to sign
in. To enable this option, log in as the FollettShelf Administrator and go to
Setup, Access Levels and uncheck the box for “Require users to login to

the FollettShelf prior to searching”.
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Defining Patron Types and Policies

To define your patron types, click on Setup and then click on Policies.
Your FollettShelf comes with default patron types of “Student” and
“Faculty”, and you can easily add more patron types. To add additional
patron types, click on one of the “Add Patron Type” buttons (in the upper
right corner or the bottom of the screen). Name the patron type and set

the maximum number of checkouts for that type.

If you do not wish to add any new patron types, you can use the edit
buttons along the right to edit the existing patron type names and number
of maximum checkouts. You can also set your default patron type using

the edit function.
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Enable/Disable Auto-Publishing of Patron eBook Revi

ews

FollettShelf allows patrons to review eBooks in your collection. As the
administrator of your FollettShelf, you can choose either to allow all
reviews to automatically post publicly, or have all reviews queue for
approval by you.

To enable/disable automatic publishing of reviews, click on Setup, then
click Access Levels. To permit reviews, check the box beside Allow

patron to submit library review

. To permit automatic posting of reviews

(no administrator approval of reviews before making the review live),
check the box beside Approval not required.
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10
Defining Circulation Types and Loan Policies

“General eBook” is the default circulation type in FollettShelf. If you would
like to add additional circulation types, click on Setup, Policies then click
on one of the “Add Circ. Type” buttons (in the upper right corner or the
bottom of the screen). Name the circulation type and set the default loan
period for that type.

If you do not wish to add any new circulation types, you can use the edit
buttons along the right to edit the existing circulation type names and the
loan policies for each patron type. You can also set your default circulation
type using the edit function.

Manage access to content by assigning permissions t 0 specific
patron types

To prevent access by a group of patrons to material they should not be
able to read (e.g. students accessing teacher guides that contain answer
keys) you can create a new circulation type and set the Student patron
type to O days circulation. This will make the eBook unavailable both for
Read Online access and Check Out (Online and Download) access.
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11
Importing Patron Accounts

Patron accounts can be added to your FollettShelf with a simple data
import. This import function allows you to define the username and
password (as well as some other basic information) for specific patron
accounts to support Online and/or Download check outs.

Click on Setup and then click on Import Patrons. Click on the “Import File
Template” help icon for detailed information regarding the file
requirements to add patron accounts to your FollettShelf.
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Steps for preparing the import file with Microsoft Excel and importing the
file into the FollettShelf are provided below.

1. Log into your FollettShelf as the administrative user, click on Setup, and
then select Import Patrons.

2. Click the link for the Import File Template to open the spreadsheet in
Microsoft Excel.

3. Enter your data for each user account as a separate row in the
spreadsheet by either copying & pasting the data or entering the data
manually.

There are a total of 8 columns for this file; Login ID, Password, Last
Name, First Name, Middle Name, Patron ID (barcode n umber), Patron
Type, and Access Level . Field requirements/limitations are indicated in
the table below:
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12
Field name Maximum Example
lenylh

1 Login ID 14y PSellars
? Passwaord c0 Sellars
3 Ld=L Mame 4z Sellzrs
4 Tirst name 42 Patty
& Mcdle name 47 Arn
6 Patron Identfier 14 = 528452
7 Palion Type 30 Sludenl
8 Access Level G0 Patron

You will need to ensure that you specify a LoginID (username),
Password for each patron. You'll also want to specify the Last Name of
the patron.

You can leave several of the columns blank, including First Name , Middle
Name, Patron Identifier/Barcode Number, Patron Type and Access
Level. If no patron type is specified, the system will use your default
patron type (typically set as Student) when adding the patron account. All
accounts will get an Access Level of Patron (unless Access Level is
specified as Administrator), so this column will need to either contain
“Patron” or be left blank — typically this field would contain the barcode
number or ID number for the patron — but the FollettShelf does not require
this information. Patron ID can be any combination of letters and
numbers up to 14 characters. Patron IDs will be assigned automatically if
this field is left blank in the import file.

4. Once you have entered your patron information, save the spreadsheet file
to your desktop as a CSV file. Select File | Save As... , choose “CSV
(comma delimited) (*.csv)” in the “Save as type”, specify the File name
and choose to save the file to your desktop.

5. On the Import Patrons screen click on Browse and navigate to the file on
your desktop.

6. Click Import. The import process will start and you will be taken to a page
where you can review the results of your import.

7. Click Refresh to view the status of your import and when it is complete,
click View to verify that your new accounts were added.

Once you have imported patron accounts, those users can access your
FollettShelf by logging in with their individual username and password.
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13
Exporting Patron Accounts

Patron accounts can be exported from FollettShelf to a .csv file that will be
identical to the format used during the import patron process described in
the “Importing Patron Accounts” section above. This file can be used to
simplify removing patrons that are leaving your school at year-end and
adding the new patrons joining your school while keeping all of your
existing patrons intact. This export file can be re-imported with your new
patron data by following the steps outlined in the earlier section.

Creating Individual Patron Accounts

Individual patron accounts can be created by administrators of your
FollettShelf. To create an account, click on Setup and then click Manage
Patrons. Click on the New Patron button:

Follottshell Sclhool =ibe Adendnizlralor [Dieped | Help

Follett Shelf

Mdnaye 1%d s

shp——
e pation|

Ei01D Tulell Dilng s Mesowrogs Terms ol dae 002620

On the New Patron screen you will need to enter the following:

=

Patron’s last name.

2. The patron identifier (barcode number). You can either enter a
specific barcode number or select Assign next patron identifier to
have FollettShelf assign one for you.

3. The patron’s User Name

4. The patron’s password

5. The default Patron Type and Access Level are already set to
Student and Patron, but can be changed via the drop-down boxes.

6. Once all necessary information is entered, click Save
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Removing or Changing Patron Accounts

You can use the Manage Patrons or Update Patrons functions to remove
or modify patron accounts.

To view a specific account, click on Manage Patrons, enter the user’s last
name or username and click Search. Click Edit to modify account
information, or Delete to remove the patron account.

To delete all patron accounts for a given patron type, click on Update
Patrons, select the appropriate patron type, and then select “Delete All”.
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Using your FollettShelf

Searching your FollettShelf

There are a number of ways that your guests and patrons can search
FollettShelf to find eBooks of interest; there is a Find search bar, Narrow
Your Search tool and the Advanced Search feature. Clicking on an eBook
cover will open the Title Details window where they can learn more about
the eBook.
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The Advanced Search tool is located in the tool bar at the top of the
FollettShelf screen and allows for searching of keywords, subjects, title,
author and series. Searches can be done to include any word specific, all
words specified, exact terms, exclude terms and results can be limited to
specific publication years.
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Adding Local Subject Headings

To simplify searching for your patrons, local subject headings can be
added to any Follett eBook on your FollettShelf. To add local subjects,
sign in as the FollettShelf administrator and click on the cover image of the
eBook you want to add a local subject to. In the Title Details panel that
appears, click the Add Local Subjects link under the cover image. From
here you can enter a heading and subject type of your choosing.
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Availability of titles on your FollettShelf

Your patrons will easily be able to determine whether or not an item is
available by looking at the status indicator in the top-right corner of each
eBook’s cover image.

* “IN” means that at least one copy of the eBook is available.

* “IN USE” means that at least one copy of the eBook is not checked out,
but is actively being used by another patron and may become available
soon (just like in-library use of print items)

*  “OUT” means that all copies of the eBook are currently checked out to
patrons.

How much can a How much can a How much can a
bare bear bear? bare bear bear? bare bear bear?
what are... what are... what are...
Claary, Brian P. | | Cleary, Brian B. | Claary, Brian P.

Circulating eBooks on your FollettShelf

If you have defined Patron accounts for your FollettShelf, then anyone
who accesses your FollettShelf with a Patron account will be able to
Checkout Online and/or Checkout Download (based on how your
configured your Patron access level).
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Aloxander the Great | electronlc resource] @ world
e F TR IN
by Michasl Burgan
1 ol i availalile

Foaamd Chinlirmes

kel bx Whash Lest

) A bicgraphy of Alexander the Grest. ona of tha sncsnt
wodd's moat suscssshisl ConquUaTanE,

Additnenal Tola

Titias by Burgan. Michasl.

Palslray Minraapola, M @ Compeis Peenl Books, 2007

Farmat: 112 g, 1 il {moemes ool col. mage ;24 om.

EEL L S-TIEF-1993-6, STH-O-THEI-199T-6

Targat Audisnce: Resding grade level: 6.3 Folistt Lsnery Lezgurces
Interest grade Mevel: 5-8 Follest Library Rascurces

Barrie Bigmatuis lives
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When you are logged in with the Administrator account, you can modify
the circulation type for any of your Follett eBook titles. Simply click on the
cover in the Search interface and choose the appropriate circulation type.
The circulation type is used in combination with the user’s patron type to
define the loan policy for the eBook.

Alexander the Great [electronic resource] : world IN
CoRqEaror

by Michasl Burgan,
1 of | avwailable

)- A biography of Aleander the Graat. one of the ancient
world's most surtessful conguenss

| Read Onling

Default
ﬂ.ﬁulq med

Addstional Inle 1

Tithas byt Burgan, Michaal,

rublished: Minmsapclis, MY | Compass Point Books, 2007
Format: 112 p. ¢ il [morne ool ). col. mags @ 24 em

I 5BH: -7 563-1592-6, 378-0-7563-1992-6

Target Aedisnce: Feacing gracs leval: 6-3 Follsis Library Resostes
Irterest grads levell 58 Follett Library Resounces

Garien: Sigratune lives

After they have completed a Checkout Online, patron accounts can
access their Follett eBooks by clicking on My Shelf, located in the Toolbar
at the top of FollettShelf.

Hy Whak Liat

Shell Mems Dul: 1 - 4 of 4

Dus B/27/2011

Geathermal snaray
Fioad Cnline Dus 8/Z7/2011
Do B/277305 1 Deow B/2F 2001 | Fomaed Oalarus
| Reasd Online Read Online ;

Patrons can return eBooks prior to their due date by selecting the
appropriate function in the Follett Online Reader or Follett Offline Reader.
Otherwise, the eBook becomes immediately available to other users once
the due date is reached.
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Hiding titles from the Library view

When logged in to FollettShelf as an Administrator you can choose to hide
titles from your patrons. Any title that is hidden will no longer appear on-
screen for your patrons as they browse, or in their search results. It is also
possible to un-hide titles in cases where access to that eBook may be
needed once again.

To hide titles:
 Goto Setup
» Select Maintenance
* Click to add a check beside any title you want to hide
» Click Save on each page before moving on or your changes will be lost

FollettShelf School Site Administrator [ Logmd| | Help
Follett Shelf | seanch ETT:
Hide Titles
Hide Titles
Chooga the DS you waa 00 hide feom pour
‘;Fg:':u:ﬁ ba Brddan fram afl saarched.
Hiddar ttlms vl 3l spoaar o all eeerts,
Pape: 1 2345678 9% 101112
x rm Retpetiog mewy fromn thia page r
Title Author Year Hidden
Tha 19th Amendmant Burgan, Michaal, 2005 ||
Abhorson Mix, Garth. 2003
Abanginad Australians Marshall, Diana. 2004
abraham Lncoln, will you ever grve up? Uglow, Loyd, 1952- 1997
i ran O'Connor, Rebacca. 20004
idjectves Hamnchs, Ann. 2004
fghanstan Walah, Kiefan. 00
Adgeandar Graham Bell and the telephons Fandeal, Jernifer, 2007
Alaxander the Great world conquerar Burgan, Michasl, 20a7
Al-gird crafts m;._l(ath'f {¥atharing Reynolds), 2005
Al new crafes for Earth day m_“““f (Katharina Reynolds),  opes 7
AN new crafte for Thanksgnang ?;:;‘I_Kimf (Kathasna. Reynoldel, 2006
AB-gtar price Brouwer, Sigmimd, 1959- 2006
Adogaurus Gray, Susan Heinnchs. 2004
The Amencan fag Bntton, Tamasa L., 1963- 2003
Pape: 1 2 345678 % 10 11 12 Hr'”f
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Reporting tools in your FollettShelf

Your FollettShelf provides you with statistics on usage of your Follett
eBooks. Login with your administrator account; click on Setup, then on
Reports to view the available report options.

FollettShell Schosol Site Administrator | Logosd | Heln

Follet: Shelf | Search

Circulation

gContent Usage Statistics - Examine Usage Statistics for Follett eContent. WM

" Current Chackoyts - Examne Current checkouts of Follett eBooks, Mbioes
[T—

slontent Usage Report - Examine Historical usage of Follett eBooks and other Digital Content W Hary
Patron Lists

Patron Names - List all of vour patrons. 8 Sore
Title B Copy

List of Titles - List all of your titles, Here

Jom  B)23/3091 148 OM COT

The report options are:
« eContent Usage Statistics
e Current Checkouts
e eContent Usage Report
e Patron Names
o List of Titles

eContent Usage Statistics:

These usage statistics identify the number of times your eBooks were
read online, how many times the eBooks were checked out (Checkout
Online or Checkout Download) and when your Digital Resources have
been accessed. Statistics are provided for the current day, current month
and current year (based on a school year starting on August 1 and ending
on July 31).

Rakiusak Acadaeny Site Administrater | Logoul [

Fallet: Shelf | Search BT

s = aContent Ueage Statistics

eContent Usage Statistics & Frintabln
Toalwy Thiz Manth Thiz Yaas
e fsek circulations a 4 a7
Repoets. Folatt eBook Check outs =] 1 254
Falle1t elooks Read Onlne a 3 8
igital Resowroe views - 12 12
Inside MLD Digitsl Datsbass 1 5 5
Iewiden Ehe MEL Dhgital Database 1 Bl 4
aited States Duphal Oababase a i 2
Unitad Stakes Fesasdenis Digital Datshees (n] 1 1

Raport generated on 5/26/2011 at 2:55 PM
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Current Checkouts:
This report tool allows you to identify what content is currently checked out
to your patrons and when it is due to return. You can filter by:

* Checkout Type (Download, Online or All)

» Patron Type (Faculty, Student or All)

* Date range

* Patron name

You can also select the output of the report as either PDF or XLS
(Microsoft Excel Spreadsheet).

Frll 1Sl Moernn Flescnenl ary Fchomnl Rili: Andersinnisd ralor [Luygoul]

Folleit Shelf [ saoch EEB

Current Checlkaouts

Checkout Type Al s
Reyurls ) Hatron Iype (Al -
M DAl e Fon El'-l In ﬂj
Lt Lrate From @ to ﬁ
Last nama from to

ol ol Ty HE | %

0Ll Tl wi Lo caru Fuavurous Turima wl Uuw HaFeZddl L0 PH COT
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eContent Usage Reports:

This report tool allows you to view content checkout history. You can filter
by:

» Content Type (eBooks or Digital Resources)

* Checkout Type (Download, Online or All)

» Patron Type (Faculty, Student or All)

* Date range

* Patron name

You can also select the output of the report as either PDF or XLS
(Microsoft Excel Spreadsheet).

Raokusek Academy Site Administrator | Logoul

Follet: Shelf | Search TN

> eConlenl Lsage Reporl

eContent Usage Report From [ i

Content Type Al -
;tﬁm—l Chirchout Type  All s
Fatron Typa  All -
Lot namee from 1.3

Output Typa PO -

Sa0171 Follett Library Resources
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Patron Names:
With this report you can produce a list of your patrons or a sub-set of your
patrons. You can filter by:
* Arange of names or patron identifiers
» By Patron Type or Access Level

You can also select the output of the report as either PDF or XLS
(Microsoft Excel Spreadsheet).

Haokunak Acacamy Hite Administrator | Legoot

17 Sl | S

Falromn Mamas |

misloct by Blams -

P o
Ve 2

o

Lt by Patron Types Adcoras | ovnlks
Eaecidry A AT ey T B
Farant Fatron
wrisdane

Taipel Typs FUOF -

SI0TY Follobt [ Hrary Fascnros|

List of Titles:
This report will give you a list of titles based on your search criteria. If you
leave all fields blank the report will give you a complete list of all of your
Follett eBooks, including any titles you may have chosen to hide from the
library view. You can filter by:

» Start and end title

* Author name

* Publisher

* Publication year

You can also select the output of the report as either PDF or XLS
(Microsoft Excel Spreadsheet).

Farlla st ScBien] Bite Administrator | eped | | Helo

List Titdes. ..
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Single sign-on access to digital subscriptions

Select interactive eBook subscriptions and databases offered by Follett
are available on FollettShelf. Once you purchase a supported digital
resource, a Digital Resource tab will appear in your FollettShelf, granting
access to all of these resources with a single sign-on. Both the generic
username and unique usernames support single sign-on with these select
digital subscriptions. To view a list of supported digital subscriptions
please refer to the FAQ section of www.follettshelf.com.
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FollettShelf and your Library System

Follett Library Resources can provide you with MARC records for your
Follett eBooks to support access from your library system. If you provide
your patrons with access to your Follett eBooks from your library system
and also from your FollettShelf, be aware of the following points:

* Anytime an eBook is in use (from either your library system or from your
FollettShelf), the eBook will not available for reading or checkout by other
users (of either your library system or the FollettShelf).

» Usage statistics in your library system (such as in Destiny Library
Manager) or in the FollettShelf will only reflect the usage from that
respective system.
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