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This month The Library in Your Office Newsletter is focussing on your “home” office.  Many of you spend long hours working from home, but did you know you can ask questions of library staff, search the library catalogue, check what you currently have on loan, renew your loans, place a hold on a book, search the databases and email results to yourself, set up your own information portal in go fetch, and manage your information using EndNote?  Well, you can, and here’s how!

Searching the Catalogue from home

You can search the Library catalogue from your home to identify resources held in campus libraries.  Simply go to the Library web site – http://inet.acu.edu.au/library/

then click on the link to Catalogues under Finding Information.  Here you will see a list of links to each of the Campus Library catalogues.  Click on ACU National to search the holdings of ALL ACU libraries, or Electronic Resources to search only for ACU’s electronic resources. 

Also on the Library’s Catalogues page you will see links to other catalogues from libraries around Australia and overseas.

Requesting an item 

Once you have accessed the catalogue you may come across items currently on loan.  You are able to request these items online, that is, place a hold on the item so that it will be put aside for you when it is returned.  To request an item:

· Search the Library catalogue as usual.

· If the item is on loan, click on the Location details and then Request.

· Enter your User ID/Barcode and Verification (PIN).  Your User ID/Barcode is the barcode number from your staff card, usually in the format 293390********. Your Verification (PIN) is 9999 unless you have changed it.

· Click on Go and Go again.

· The system will tell you if your request has been successful.

· Contact your Campus library if your request was not successful, or for more information on requesting items.

· Once you have entered your UserID/Barcode and PIN you have logged on to the system and you need to remember to click on End Session to clear your borrower details.

Checking what you have on loan

You can check what you currently have on loan from your home office.   

· Go to the Library catalogue (see Searching the Catalogue above).

· Click on Sign-in.

· Enter your UserID/Barcode and PIN (see the section on Requesting an item) and click on Log on.

· Once logged on, click on the User link that appears at the top of the window.

· Click on Loans in the Activities list to view what you currently have on loan and the dates they are due back in the Library.

· Click on End Session after you have finished to clear your borrower details. 

Renewing items

You are able to renew items you have borrowed once, for a further four weeks, as long as the item is not overdue and hasn’t been requested by someone else.  

· Access your Borrower Record (as in Checking what you have on loan).

· Click on Loans in the Activities list.

· Click on Renew All to renew all items, or click on the number to the left of the individual item you wish to renew.

· The system will tell you if your renewal has been successful. 

· Click on End Session to clear your details.

Accessing databases/eresources from home

For a list of databases/eresources available from home go to the Library web page - http://inet.acu.edu.au/library and click on the Databases link under Finding Information.  You can access databases via:

· QuickLinks (by vendor, eg. Ebsco, Informit, Ovid),

· title (from the A-Z list),

· subject (via go fetch).  

When you attempt to access an eresource from home, you will be prompted to enter a username and password.  This is your ACU username and password, the same ones you use to access the ACU network from your work office.  For more information on remote access, click on the About Remote Access link on the Databases page.

Click on Help & Training, then Library Guides for information on searching individual databases.  Remember that most databases provide online help.

ereserve

ACU staff and students can check the Library’s ereserve collection from home.  Go to the Library home page – http://inet.acu.edu.au/library – you will be prompted to log in.  ereserve uses your ACU network username and password, the same one you use to access the ACU network.  Once you have logged in to ereserve, select the appropriate location, subject area and unit code to view the items currently on ereserve for that unit. 

Many campus ereserve pages also contain information about types of material placed on ereserve and procedures for submitting material.

Copyright database

The Library maintains a database of copyright material that has been, or is currently, communicated to students at ACU.  You can access the copyright database from home.  Go to the Library web page – http://inet.acu.edu.au/library and click on Services for Staff then click on Copyright Database under Services for Library Staff. Log in using your ACU network username and password. If you wish to communicate items you find in the copyright database to your students, contact your campus ereserve person.  (Click on Services for Staff | The Library in Your Office | Contacting Library Staff and then choose your campus.  The name of your ereserve contact will be listed.)  

Accessing full text material

Many of the Library’s databases/eresources have fulltext information available.  That is, the full text of articles, books, papers, etc., is displayed on the screen for you to view, print, email, download.  Links to full text vary from database to database but will probably say something like HTML full text, PDF full text, Full text PDF, Linked full text, Text, etc.  (PDF full text requires that you have Adobe Reader installed on your computer.  If you don’t have this software on your home computer you can download it, free of charge, from the Adobe web site – http://www.adobe.com).

SFX – linking to full text

Many of the Library’s eresources, and the catalogue, now support the use of SFX context sensitive linking.  If the item you are looking at doesn’t have full text available, click on the [image: image1.png]O SFX



 button to see if it is available via any of our other eresources.

Inter-campus/Inter-library loans

All ACU staff are eligible to request inter-campus loans (items held at other ACU campuses) and inter-library loans (items held at other libraries).  You can request ICL and ILL’s from home using the Library’s online forms.  Go to the Library web page – http://inet.acu.edu.au/library/ and click on Forms under Library Services.  (You will need to log in to Inet to access these forms.)  It is important to fill in as many details as possible about the item you are requesting when completing the forms.  Submit the request to your 

Campus Library.  They will request the item on your behalf and get it to you as soon as possible.  Remember, it can take a while for loans to arrive, so allow plenty of time.

go fetch

go fetch is the Library’s gateway to its electronic resources, including databases, electronic journals, library catalogues and other online resources.  Using go fetch you can search up to eight electronic resources at the same time, link directly to eresources, set up your own personal information portal containing your favourite resources, save searches and run them on command, have saved searches regularly sent as Alerts to your email address, and save, email or download search results.  It also provides subject access to the databases and an up-to-date list of ejournals.  

To access go fetch from home you will need to use your UserID/barcode and Verification (PIN), the same ones you used to access your borrower information on the Library catalogue (see Requesting an item above).

You can find out more about go fetch by checking the go fetch user guide now available under Help & Training, then Library Guides on the Library web site – http://inet.acu.edu.au/library or contact your campus library.

EndNote

Remember, EndNote, the personal reference software is available for your use at work and at home.  For more information go to:  http://dlibrary.acu.edu.au/endnote

The Library in Your Office

The Library provides information for ACU staff about services and resources via The Library in Your Office web pages.  You can access these pages by going to the Library web page – http://inet.acu.edu.au/library and clicking on Services for Staff under Library Services, then The Library in Your Office.  Alternatively, you can visit the web site at http://inet.acu.edu.au/library/tliyo

Help and training

The Library provides access to a range of training resources via its Help & Training web pages.  Here you will find online tutorials, library guides and more.  You can access Help & Training by going to the Library web page – http://inet.acu.edu.au/library and clicking on the Help & Training link.

Ask a librarian

The Library’s online reference service Ask a Librarian is available from your home office.  You will see the [image: image2.png]


button throughout the Library’s web pages.  Click on it to contact library staff from home whenever you need help or information.

Campus Libraries

Contact details for each of ACU Nationals’ Campus libraries are available from the Library web page – http://inet.acu.edu.au/library - under Library Services.  For full details of opening hours check the appropriate Campus Library web page.

If you have any comments or suggestions for information to be included in the next The Library in Your Office Newsletter, please contact Leticia Medwell at the Ballarat campus (l.medwell@aquinas.acu.edu.au)
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