GETTING STARTED WITH LIBCAL VERSION 2

Learning Objectives

Getting Started with LibCal webinar will cover the basic features of LibCal version 2, such as system settings and other administrative
functions (statistics and hours), along with other features: calendar, room bookings, appointments, hours, and registration forms.

By the end of this session users will be able to:

v Describe available features on LibCal v2 (free)

v' Demonstrate awareness of how to create the following: calendar/events, room bookings, and appointments

v" Navigate the administrative functions, such as system settings, statistics and hours module

Administration Functions

. Home C M Room Bookings Stats v £ Admin ~ © Hel
System Settings m 4 . 5
System Settings

SySte m N ame Manage site-wide settings and properties.

System Settings Access Rules & Privacy Admin Alert Box Email Settings Language Options

Institution Name

w Institution Information

Institution URL

& sduangudom@waketech.edu
® Logout

System ID Site ID #4361, Customer |D #255
AcceSS Rules & Prlvacy System Subscription Calendars: 20, MySchedulers: 20, Rooms: 20
System Name LibCal The name for your system, e.g. LibCal, Library Events, Training Sessions etc
Ad mln Alert Boxes Institution Name Wake Technical Community College Thpl;wimh ET:[3|Jr“—‘f-t:‘\( jon, as you want it to appear on the pages (e.g. "Downstate University”, "Upstate County Library System",
-------------------------------- Campbel ary”, etc.)
Institution URL I'vrtgg']{lirlq@rry;\ygkggqgh:qqqf Link to your institution's website, when users click on the Institution Name (above). Enter the full URL including the http:// part.
Date & Tlme Settl ngS Admin Email sduangudom@waketech.edu The email address of the primary admin contact for this system. The address will be included on all support requests generated from within
""""""""""""" S the system
. Support Link / Email  sduangudom@waketech.edu URL or email address where we should direct visitors to the public pages who need assistance.
The administrator controls system
settings and user accounts. The free v Date & Time Setings
version of LibCal allows libraries to
Time zone America/New_York Your local time zone for your system

create one account per library that

consists of THREE calendars, THREE room bookings, THREE My Scheduler and ONE Hours module. More can be purchased
separately directly from Springshare. Administrators can also create accounts, reset passwords, and promote/demote users.
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Adding Events to the Calendar

Event Date/Time

A

February 2016 »
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Upcoming Events:
All Day Event This Event Repeats ENG 112 (J. Price-O'Neil)
Mon, Feb 22, 2016 6:30pm
COM 110 (Jones)
Title & Event Info Tue, Feb 23, 2016 6:30pm
ENG 111 (Bowden)
Wed, Mar 30, 2016 10:00am
Event Title * ENG 111 (Bowden)
Wed, Mar 30, 2016 12:00pm
Event Description ENG 111 (Bowden)
Wed, Mar 30, 2016 1:00pm
B B @ ENG 111 (Bowden)
Fri, Apr 1, 2016 10:00am
[8) Source ENG 111 (Bowden)
Fri, Apr 1, 2016 12:00pm
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Creating Registration Forms

Room Booking

Manage room
reservations with
ease, use custom
registration forms
and limit bookings
to specific domain
names.

Room Availability

Add Question

Question text:

Selection type: ( Select a type...

Required:

Set up Room availability times. This will become the opening hours that each room can be booked.

Room Availability Bookings Explorer
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Booking Mediation Booking Forms Booking Widget Settings

Northern Wake Campus Library ~ Monday, February 22, 2016
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Appointments

Schedule My Scheduler
appointments1 a"OWS Set up your appointment time slots, then let LibCal accept and manage your 1 on 1 patron meetings!
pa'[I’OI‘IS tO SChed Ule My Appointments Appointment Scheduler Settings Google Calendar Outlook/Exchange Calendar Widget/Embed Code
research
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Hours Preview
An easy way to tell
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