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This booklet provides a detailed description of the

computerization of the library of MMI Preparatory School, a private,
non-sectarian cellege preparatory school in Pennsylvania for students
in grades 7 through 12. Each of the following functions is
investigated: (1) catalog card production; (2) online reference
services; (3) circulation; (4) word processing; (5) graphics; (6)
circulation of software; (7) circulation of hardware; (8) evaluations
of hardware and software; (9) building the collection of computer
reference materials; (10) library skills instruction: (11))
interlibrary loan services; (12) use of word processing to produce
bibliographies; (13) use of database management programs for library
management; and (14) a workshop for teachers. Recommendations are
provided for others who may wish to emulate all or parts of the
program, including a detailed time and cost analysis chart.
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Preparatery School, forsecly the Binieg and
Hechsalcal Iestitute, is located is Preelazd,
Pennsylvania. It w3 esteblished in 1879 by Eckley B.
Cae ead today serves 200 students in grades 712, It
I8 a private, son-sectarian sthool which ezphasizes a
college preparatory educatica.

7t ¥

Ers. Hancy Brerbart, Library Bedia Specialist, (RIGHD)
ard Bre. Claire Barta, Librery Aesictent (LEFD). Ios.
Bverhart holds a bachelor’s dzgree In Vitrary sclence
ad a ester’s digree In educational media.
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The scheol 1ibrary eedia ceater hovezs over 7000 vohzes
&d 16D zdiovieval itezs. In addition theie are
indlvidual eaminar rowss, 2 Ricrocosguter 1aboratory asd
tvo soundproof typing booths for studeat yae.

PAGE

The cozputer lab houses {0 microceputers, a podss, two
printers, a large video display maaitor and VR and a
lerge variety of software progrezas.
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INTRODUCTEON

Microcomputers can do a great deal for students, teachers and the
librarian in a sctool library getting. Having followed the
cdevelopments in this area for the past several years, we here at HMHI
were anxlious to try some, if nct all of thea. However, the setback
(as most times it 18) was money. 1In the spring of 1985, the state of
Pennsylvania offered funding to educators of up to 240,000 with ideas
on utillizing technology. Seizing the coportunity, I wrote a proposal
and was overjoyed to be selected as one of the recipients. The funds
totalted 828,647 for our project.

The premise of the proposal wag s8imple: What if a school library
applisd all that microcompurer technoiogy had to offer? WWhat steps
should be followed? What are the benefits and drawbacka? These are
the quest.ons for which we sought answers.

Although current library literature abounds with succesz stories
of librarians using computers for one task or another, our gearch
yielded no information on a library going "hog-wild* sort of speak.
Why aren‘t we using comuters more?

Th2e most frequently clted reasons are: lack of knowledge and
training, lack of time to become famillar with the technology or to
input initial information and fear of belng replaced by a computer. 1
can argue with each of these reasonz. MNore and more wirkshops and
college courses are being made avaliable that deal with
microcomputers, and more specifically with library applicationsg of
microcomputers. If librarians are unable to attend these, there are
books and journal articles which offer help. The best software
programs (which include most of the ones used in our project) offer
tutorials that are executed right on the computer, excellent
documentation and sometimes toll-free help lines. Time can be a
problem. But the long-term benefits really outweigh the short-term.
(See page S5) For example, taking two hours to learn how to use a
cataloging program will cut the time used to hand-type cards by about
80% in the future. Getting an online catalog or clirculation system up
and running is a monumental commitr-~nt of time. A little research
into the services offered by various companies will reveal however,
that some will have a daty entry service of their own. Or, some
gystems work on an enter as you use it approach whereby you don’t have
to enter your whole collection before you can even start to use the
program. Get repliaced by a computer? It depends on how you see your
Job. If you see it as a clerical endeuver, maybe you’re right. But
1f you see ilbrarianship as a profession, the computer will free you
to do the professional tasks you are being paid for, such as helping
faculty and students.

Vhere then, to start? Eric Ander=on, allas the °Wired Librarian®
(and my idol) writes in *The Primer of Library Microcomputing® that
the microcomputerization of any library task involves three steps:

1> Identify a local task that is killing you in the manual world.

2) Identify a plece of micro software that hag the potential

to solve it.

3} Identify the hardware that the soitware runs on.

I would like to add to 1) or provides some gservice that is really
awesome that couldn’t be done any other way. This is gound advice,
and what was followed in this project. Hopefully, our experiences will
help you also. PAGE 4
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Catalog card production was the first task we wanted to
computerize in our library. Althougbh we purchased az many cards as we
could with new books, there were plenty more to be cataloged
originally. Several years ago, we bought or . of the first programs
out, the Book Trak program, then published by Follett. Since then,
many more have peen developed and improved. With the grant, we were
able to update our cataloging software with the Quizk Card program.

Quick Card was chosen because:
1. You can have up to 8 lines for classification.

2. Classification can be either Dewey or LC.

3. The program will autcmatically enter series statements in
parentheseg,

4. The space in the author area is large enough for Jjoint authors.
5. Summarlies may be added on the card.

6. The accession area iIs 12 characters long as compared to 5 on Book
Trak.

7. You can print as many carcs as you want; even Just one card.
8. Proof sets can be printed before the actual card set.

9. Quick Card information can be cdownloaded inte circulation Plus so
that it doesn’t have to be typed again for the circulation system.

10. It follows AACR2 format.
PAGE & 9
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The Quick Card progras by Pollett Sofuwzre Company By using a catalog card production progres, oaly the
allovs information to be entered by aldes, studsats or ealf 1ist card need be typed. The cozputer them prints
voluateers and places it in the correct lozations aa the & full set of carcs,

cards. Ho professional catalogieg expriesce is The progrem aleo prists lzbels for bock pockets, book
heceeaty. cerds asd epines all frea the origizal informatica
eateored.

HELPFUL HINTS
1. Buy your cards for printing from the company wi.2re you bought the
program, |f possible. Ve tried cheaper cards and they did not align
properly, etc. this goes for the labels also.

2. Adjust your printer for the thickness of the cards.

PAGE 7
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Is crder to ecoess remote data ezfvices, the following
itess are needsd: 2 microtomuter, disk drive(s),
eoaltor, Bodzm, printer and comemicaticns softvare.

One of the quickest ways to expand your library by about a
million volumes for 8500 a year is to subscrlibe to an online data
gservice. VWe were fortunate to be chosen as a pilot site for the
Lin-Tel system in Pennsylania about two years ago. VWhat this meant
was that I went to a two day training session given by the State
Library on gsearching BRS and was sent home with an account for %500 of
gsearch time. This was renewable for three vyears. There are over 90
sites in the gtate right now, and we have the added benefit of
electronic mail between the sites, and the capaclity of interlibrary
loan for obtaining the jourral articles vielded from the searches.
It’s great - especially because we are somewhat in the "boonies* here
in Freeland, PA but still have the same information capaclity in out
little library as do many universities.

How does it work? Here is an abbreviated version. Suppose a
patron comes to you for information on how moncclona]l antibodies will
bz used in the future. (Thiz actually happened). You then decide
which database will give you the type of information you will need,
Plck out key descriptors and get on-line. You can choose to get very

Qo PAGE 8
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Studants as well as faculty search on-line data bases.
This particular studeat is so intersted in this
aspect of cozputers he hes forasd his oun electronic

LIRS, Pean State’s ca-lirs card catalog, cza be accesged
for free by caillng either your local brasch o the main

ces. bulletin board at school with a Caxzodore 64. The
beard contains inforzation about hosewerk 2ssignments
ard schoo! functions.

r1ieatisels

: }: i @ %3 .: X3
- Ao |
p :

technical information on a database such as Medline, or you can get
information written for laymen on the database Mags. It’s almost as
simple as typing in monoclcnal, antibodies and future. The computer
will then tell you how many resources are avallable and it you wish,
print out bibliographic information and an abstract. Your local
library can then be searched for the full articles that apply, or they
can be obtained via interlibrary loan electronically.

With the same equipment we were required to provide for LIN-TEL,
we call a local number to search Penn State’s online catalog, LIAS.
Searching can be done by author, title or subject.

Another on-1 ae service our library provides is the Guidance
Information System or GIS. Though this students can narrow down
choices of collzges by their requirements of guch things as tuition,
location, major, social activities, size and much more. GIS also has
carveer, financial aild and military files.

PAGE 9 |2
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Circulation Plus is 2 hard disk system produced by The hardnre requireseats for Circulatica Plus are a

Pollet Softuere Company. There are two versioss, it slcrocosputer vith a hard diek drive, one flopoy disk
caa be st up either for w to 30,009 itess ead 8,000 drive, 1ight pen, ) columa card, moniter and priater.
barrowsra or w to 65,000 Itees and 15,000 horrowrs. Several differcat brands of microcwsputers ere

cespatible,
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Por busy librarians, Pollett offers a data eatry Books erdered from Polledt can be bor coed at the
ssrvlce. You mdil gour shelf 1ist cards, the cazpasy for pre-pro-yased books If you specify. The bar
Information Is eaterod o floppy digks ot Pollett, which cots muzher I8 printed 0n the chelf list card,

see i tern doumloaded to your herd disk. Bach oelf
list ¢2rd 13 stezped vith the apropriate bar code
wzber for the book. All one has to do I3 match the
correct bar code, place it ca the book, and cover it
vith a labsl protecter,

l PAGE 10
ERIC : i3

Aruitoxt provided by Eic:




Entire books have bzen written on seiling up computerized
circulation systems for librarles. After reading most of the
literature and researching the pros and cons of each type avallable,
we decided on purchasing Circulation Plus by the Follett Software
Company. The reasons we chose this system were:

1. The software ran on equipment we presently had, with the excention
of the hard disk.

2. Use of a hard disk would eliminate switching flopples.

3. Pollett has a good reputation with the tibrary community. It is a
cezpany that has been around for quite a while, and seems like it
won’t be disappearing in the near future. (This ie critical - 2any
software manufacturers are here today and gone tomorrow and you are
lett holding the bag.)

4. The avellabllity of a data entry service meant that we could get
the system up and running in a matter of weeks.

S. A local sales representative and a toll-froe nelp line offered
good gupport service.

6. The book division supports the circulation gystem by placing bar
code labels on pre-procesased books and noting it on the shelf list
card.

7. The program itself allows for several ortions that were deemsd
very valuable for our school litcary. They were:

a. Automaticaliy prints overdue notices by homerocom.

b. Calculates fines.

c. Allows for downloading of information from cataloging program.
d. Can circulate magazines.

e. Prints fine lists.

f. Prints circulation statitistics by Dewey divisions.

g. Prints cumulative circulation number for pations.

h. Prints lists of books circulated a specified number of .imes.
1. Allows for Inventory to be done with the computer.

J. Forces you to make a back-up each qay.

Other niceties that we don‘t use but others might 1ike are
printing of overdue notices that can be malled directly to the
patron‘e bome and use of a password when checking books in and
removing fines.

A very big plus to this system is that you can enter information
about pooks and bar code them as they are checked ocut. (A good way to
weed also.) In other words, you don’t have to wait to use the system
until all of the date 1s ertered. Bar codes are not pre-assigned; i'ou
assign a bar code to the book. If a bar code gets ripped off or lost,
Circulation Plus allows you to print another.

Computerizing circulation is a big committment. However, the end
result of accurate statistics and time-saving are worth it.

Q

PAGE 1%4




Mplevorks is &8 integrated software package. It The Bank Street Uriter is 23 easy Lo use ward processor,
contains a data base, vord processer and spreadsheet. G20 caz bocome familiar vith its fuactions in about
Hary llbrary applicatioas can be found for it. half a2 hour.

If you have ever had a need for multiple copies of anything with
slight variations in each in your library, you would benefit by
utllzing word processing software. In a nutshell, a word processing
program with your computer and printer, will allow you to type
something, print it out, change or rearrange a few words, print it
out, change or rearrange a few words and print it out ad infinitum.
These are some of the functions we have used word processing for:

Thank you letters for book donations

Writing to book companies for review copies

Writing Journal articles

Sending invitations to local librarians to see a demonstration of
circulation program

News releases

Letters home to parents about lost books, long overdues, etc.

The above list Just tcuches on the many applications possible.
Each library could add their own unigue needs to it.

There are a multlitude of word processing programs available. We
started out using the Bank Street Writer since it emphasizes
simplicity. I‘m typing on it right now and think 1t‘s great. It has
most of the features that any librarian wwould want. We are also in
the process right now of "graduating® te using Appleworks. This
program includes a more powerful word processing program, along with a
data base and spreadsheet. (More on data bases later). What is nice
about this program is that you can take parts of a data base and print
i1t out with a report or include a spreadsheet in with a letter, etc.
If you don’t have a circulation program, you may wish to keep your
circulation gtatistics on a spreadshect placing the monthe across the
top of {he document and the Dewey Divivions or whatever on the left
slde or vice versa.

PAGE 12
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1 read s+mevhere once that a library should have as many signs as
¢ supermarke¢. It made me shudder, since I am no cailligrapher or
artist and the things I have produced in the past get mistaken for my
song’ (who are i second and third grade?. Howsver, with the help of
many of the gr.ph'ec programs on the market today, it makes me even
lcok good.

We have yotten a lot of mileage out of the Print Shop. Many of
the usss are detal'ed in an article we did in the May 1985 issue of
"Schooi Library Journal® called “Creating Graphics with the Print
Shop.* We have adapted it for signs, bookmarks, note papsr, digplay
purposes, bulletin boards and correspondence. I love programs where
you don’t have to read the manual, and this is one of them.

Additlonal graphic disks are avaliable, as I1s "The Print Shop
Companion®, allowing additlonal Ilmajes and borders. The calander
cption of the Companion is great for custom calendars.

The Newsroom is an o.k. program. (I predict that scmething
better will be out soon -~ the type is hard to read.? Until that
happens it is the only software of lts type that allows the creation
of a newspaper or newsletter with custom graphics, text and headlines.
Of course your !ibrary has a newsletter, doesn‘t evervybody’s?

Computer grapnics is a whole field to Itself, and many things are
avallable. Richt now we are experimenting with *Fontrix*®, a program
which allows you to print out in a wide variety of typestyles. The
best graphics seem to be achieved with & MacIntosh computer and
Laserwriter (expensive yet however!)

The Print Shop by Trodertuad allows for the creatios of
sigss, letterheads, baneers and greeting cards using a
slcrocazputer aad printer. The ead remult is very
profeesicnal lookieg, even b7 amatewrs. If you can
afford caly oae greghics pregrim, this is the ane you
should buy.

l{llC a PAGE 13 16
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IRCUE ATION OF SOFTWADE
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Circulate software? Why not? Il’s part of the library
collection isn’t it? A lot of arcuements can be made for both sides
on the issue of circulating software. On the con side, one can say
that software lg very costly and fragliie - lending itself to damage
and lots of expense. On the pro side, it can be said that anything in
the library isn’t doinyg anybody any good sitting on ghelves. With a
little ingenuity, 1 feel it can be circulated successful.y.

Here’s my idea - and the goal we’re working towards in our model
library. A library ideally should have two sets of software; a2
circutating set, and a backup set. The Steps to achieve it are ag
fol lows:

1. Each time a2 software package is ordered, check to see }f a backup
can be made or ordered. Host backupz are available at a2 much reduced
price from the original disk, around the ten dollar range. 1f vou
can’t make one backup from the package, order one right away.

2. Wnhen the software comes in, separate the original and backup
disks.

3. HMake photocopies of any documentation that comes with the
software.

4. Take the photocoples and the original disk, and package it for
circulation. A small looge-leaf binder, or report cover with a
plastic sheet that holds disks and fits into a binder seem to work
well. Place on a bar code, or book pocket and card, stamp for
identification and catalog.

5. Keep the backup copy of the disk and original manuals in a safe
place, away from patrons.

Ve have been circulating gsoftware in the original packages
temporarily until we can get caught up with setting up our system.
Some do not hold up very well. Eventually, I would like to display
the packages for the software on shelves, face ocut, much like they do
with tapes in video libraries. The patron would then bring the box to
the desk and we would get the softwere for them. Thiz would also
eliminate theft.

All of our software is for Apple 1l computers. Students that
already have Apples at home check ocut the software, as do students who
are taking home a school computer. Our most popular packages for
circulation have been the SAT preparation programs, since they are
quite expensive,

Other than regular wear and tear, there really hasn’t been any
probiems with circulating software.

PAGE 16
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W to thelr hame TV, It all fits neatly Into the carey

bag =22 by Reple. Thsre Is even rom for moitvcre.

Through this grant, ! was able to realize a dream 1‘/ve had for
about three or four yeai's. That ls, to have avallable computers that
students and teachers could take home to learn how to use, or use as a
tool for their everyday tasks. Originally, I wanted to have three
Epple llc computers that were strictly devoted for circulation
purposes. However, the hardware budget couldn’t stretch that far and
a compromise was made. The llc’s were purchased, but during the day
they were kept set up for use in the library computer lab, and used on
an "as needed" bazis when somebody wanted to take them home.

There hasn’t been any problem with this at all. Here’s the
procedure:
1. Students who want to take a computer home, must first take home a
form that the parents fill out and sign. In effect, what the form
states ig that if the computer is damaged in any way the parents are
responsible for any repalra. The parents also write down their phone
number, and I trv to contact them to confirm the fact that they know
their child is bringing a computer home overnight. I try to encourage
them to pick up the child at school that day if at all possible.

2. At 3:00 the student comes to the library and helps pack up the
computer to take home. They take home the keyboard, power supply, and
a video accessories set to hook it up to their home TV. Usually they
take home a program or two. We don’t allow the monitors to circulate,
as they are bulky.

3. The computer must be returned before 8:00 a.m. the next day to the
library. We charge #117.00 a day for an overdue computer to discourage
that practice, and so far have had no overdue computers,

o PAGE 17
= 20

IToxt Provided by ERI




LVALUATEONS OF SOFTWARE AND HA

NEr B lmE\E/ L 1

Thousands of new computer programz burst on the marketplace each
year. It is difficult to keep up. Slick catalogs make even the worst
of programs look good before they are run. WYhat’s a librarian to do?

Pirst of all, don’t purchase programs from any company that
doesn’t offer a 30 day preview policy. 95% of the software that is
out there ls junk and that i3 no exaggeration. By being able toc run
the softwere you will be able to mliminate it. 1’ve seen programs
that have had rave reviews in the top Journals, and found them to be
unsuitable for my cwn needs. At the prices that are being charged
today, companies or Jobbers should offer this service. Hore and more
are because of pressure from teachers and librarians. Software prices
are also coming down slightly and the offering of networking disks and
lab packs are a step in the right direction.

There are several places to track down reviews of software. We
uge the following Journals:

School Library Journal
Bookligt

Billboard

Family Computling
Electronic Learning

EPIE, the Educational Products Information Exchange, is8 kind of
like the Consumer Uplon for software. It reviews all types of
software and is non-biaged in its evaluations. EPIE is available
on-line over Compuferve and we have been using it for about two years.
If a teacher needs a program in math for 7th grade, EPIE will zero in
on 1t. From that listing, you can get a rating of the programs and
make a dscision. A rating of 1 to 10 is given, and I haven’t seen too
many tens. EPIE is algo avallable through subscription in hard copy
and is well worth the price. Check first with your intermedliate unit,
as they may have this service avallable.

The ideal situation is ¢o have all computer software and
reference material stored in the library. If a ileacher is convinced
of a program’s worth and really wants you to order it, try to get in a
30 day trial and set aside some time for both of you to evaluate it.

Evaluatjon of hardware is posing less of a dilemna today than it
wag say three or four years ago. At that time there were about ten
different types of micros on the market. The question now seems
vhether or not to <10 IBM Cor compatible) or Apple (Il or HacIlntosh).
The periodicals mentioned above, along with InfoWorlid and even
Consumer Reports will aid in this select!on. EPIE also evaluates )
hardware. The problem most schools make in the selection of hardware
is that purchaze it right off the bat, before any software. You’ll be
better off If you follow the same steps as outlined in the !
Introductlion of this book for your library and apply them to classroom
or computer lab applications. As a reminder: identify the tasks you
want to accomplish with the computer, identify appropriate software
that will perform these tasks, and then identify the hardware that
rung the software.
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Uith the grant, ve were able to purchase a wide varlety Our cozputer reference material alsy lacludes
of cuputer bogks, periodicals,

With the concept of the |library media center also becoming the
computer center for the school, a variety of computer reference
material had to be c¢-dered and made available. The types of materials
that were obtained were: computer programming manuals, computer
language books, books for faculty on integrating the computer with the
wurriculum, computer periodicals for both students and faculty, books
deailing with computer projecte, and books that have emphasis on
microcomputers and libraries. v

Our school holds an Open House each spring, and many students use
computers to demonstrate lndependent projects or use computers in
their projects. It was essential to get some additlional information
on these topics.

The introduction ci all of these computers was new Lo many
faculty members, and we tried to get books for them to refer to in
their flelds dealing with computers,

The number of computer periodicals Is dwindling almost dally, but
we do have subscriptions to some of the more popular such ag Family
Computing, Byte, Electronic Learning, etc. R

Since our library is being vigited by many other librarians, 1!
feel It is essential that we be "up" on the latest information in the
fleld. Through the grant we were able to obtain many titles in the !
library computing fileld, aiong with periodicais such as SMALL
COMPUTERS IN LIBRARIES and THE WIRED LIBRARIAN‘S NEWSLETTER.

Hopefully, after the grant money runs o0:¢, we will still be able
to keep up with the latest in computing. A good alternative is to
find several other teachers or librarians, make a list of periodicals,
and route them around the district.

Q PAGE 20 2 3
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It I8 inevitable that moftware became avallable for the teaching
of llbrary skilis. With over 10,000 ecucational programs on the
market for the Apple 11 family alone, scmeone had to get the idea to
include teaching how to use the library. As with software in general,
these programs run the gamut from excellent to trash. Again, 1
wouldn’t buy anything I couidn‘t preview, no matter how great the
revievs.

There are programs out ther: that teach how to use the card
catalog, Reader’s Guide, reference books, dictionaries, encyclopedias,
arrangement of books, parts of a book, and on and on. 1t is tempting
to get all we can, but it is also important to be selective. The
traditional sources that were mentioned in the page on evalution of
goftware applies here also.

Some of the early programs that came out were nothing more than
games, and didn’t integrate library resources at ali. Many of the
latest ones now combine utilizing the computer and your library’s
books, allowing you to customize the program to your coliection.

Grol ler makes some excellent ones.

Use of on-line data bases such as BRS and DIALGCG are becomming
more and more common in today’s high school librariss. However, there
lsn’t much out there to guide librarians wishing to teach this skill.
A notable exception is the online curriculum published by the State
Library of Pennsylvania entitled “Pennaylvania Online: A Curriculum
Guide for School Library Hedia Centers.® This excellent document
includes not only leason plans, but a compiete scope and sequence, a
section on online management, sample budgets, annotated bibliocgraphy,
sample gearches, telecommunications networks and common databases. I
see more of these types of helps being published for us in the future
by independent authoru and publishers.

hnother alternative to subscribing to a large data service, is to
uses local free online services for the teaching of library skiills.
Here in Pennsylvania, Penn State University’s LIAS, online card
catalog, can be accessed for the cost of a phone call (in many cases
to a local branch campus) where students can search by author, title,
gublect and location. PAGE 21
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May be opened for postal inspection if necessary
Return postage guaranteed.

THE UNIVERSITY LIBRARY
THE PENNSYLVANIA STATE UNIVERSITY
UNIVERSITY PARK, PENNSYLVANIA 16802

Bocks 1deatitled ca m.s are rewed via tradltiwai
intertibrary losn. Requests &’e routed dirsctly to the
branch that has the bock,

On-line data services are great, but not much of a service if you
cannot actually retrieve the entire book or article once it has been
identified. We have expanded our library tremendously since goling
cn~-line by participating in interlibrary loans with Penn State and
Millersviile University (the pariicipating library for interiibrary
loan on BR3).

Once ws see a book or boocks that look good on the LIAS system of
Penn State, we print out the information on the computer printer and
transfer the necessary infcrmation to a standard inte: library loan
form. These forms are available from library supply houses such as
Demco and Brodart. The form I8 sent to the appropriate library and we
wait for the book to be mailed. The usual turn around time is about
two wesks until the book is received. Students must be alerted to
this fact by their teachers when term papers are assigned so they do
not walt until the iast minute If interlibrary loan materials are
needed.

Several years ago, the State Library of Pennsylvania instituted a
program called LIN-TEL. What the LIN-TEL system did was link up 90
achool, public, college and other libraries electronically as well as
provide each of these libraries the capacity to search BRS. The real
beneflt of the prolect was that once Journal articies were identified
on BR3, a request could be transmitied via electronic mail to
Milleraville University for a photocopy or microfiche of the entire
article. This mservice iIs much faster, with an average turnaround tims
of about four or flve daya. Alsc, articles don’t have to be returned.

If you are consid-oring instituting online services in your
library, I fee! it is essential that the materials identified be able
to be retrieved. There are meveral ways %o do this; through your
public library, interlibrary loan forms, telefacsimile machines or
local electronic bulletin boards. Do a feasibility study before you
comiit yourself to see how much time and effort It would take you to
ocbtain these materlals. PAGE 22
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New Books March 1986
MKI Preparatory School
Freeland, PA 18224

=== NEW BOOKS ===

004.16 Van Van Young, Savre.
MicroSource. Littieton, Colorado: Libraries Uniimited,
1986.

323.44 Friendiy, Pred.
Hinnesota Rag. New York: Random Hcuse., 1981.

355.1 Sto Storry, Richard.
The Way of the Samura:. New York: Putnam’s, 1978.

623.4 Sch Schell, Jonathan.
The Abolition. New York: Knonf, 1984.

921 Fer Ferraro, Geraldine.
Ferraro: My Story. New York: Bantam. 198S.

Fic Eph Ephron, Nora.
Heartburn. New York: Kn_p»f, 1983.

R SR e

Sxple from °Biblicgrephy Briter.®

Part of our job (so they tell us in library school} is to prepare
bibllographies of what is available in our library so that faculty can
be kept up to date as to what we have in their fleld. 1 agree, but
who has the time, the white out and the glue for this yearly or even
monthly procedurs? Not many of us, but here is8 an area where the
computer can be a big help.

It seems as though as soon as you get a bibliography organized
and typed up either new materials have arrived, or old materials have
been discarded. It is much easier to typs the information into a
bibliography program, save it on a data disk and either add or delete
information as needed. Another print-out can then be made, as neat
and as in order as the original. The bibllography prcgram can also
format the biblicgraphy by author, title or call number when it ia
printed.

There are two routes you can take }f you want to computerize your
biblicgraphy printing process. You can elther uge a specific
bibliography program (we use Bibllography Writer by Follett) or adapt
a general word processing program. The advantage of using a specific
bibliography program is that it is much easier to enter the
information - so easy in fact, that a student or untrained volunteer
can dv it. The end result is entries that have correct bibliographic
form as regards to set-up and punctuation.

The advantage of using a general! word processing program Is that
It is something you probably have and no additional expense would be
incurred. Entries could be added and deleted, but different orders of
listings could not be obtained. WYhen typing the entries with a
gersral word processing program, care must be taken as to the correct
format for order and punctuation.

With either choice, the use of word processing for bibllography
printing will save time and make this Job easier and more efficient.
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As librarianas, we manage a large amount of information
constantiy. Dsta base management programs allow us to orgcrize that
information in an orderly fashion and access :* from many points. For
example, i€ you wanted to organize your ordering process you could set
up a data base that allowed you to enter information such as: title
of book, author, price, publisher, ISBN, Jobber, date, reviewed in, or
whatever your needs are. From that information, you could print lists
for book orders to each publisher or Jobber, keep a listing of where
to find reviews on booke and keer a check on double orders. There are
other uses of data base management programs that we have identlfied
for our library:

Book Memorials

Book Donations

Circulation Statistics

Mailing Lists

Dewey Summarles

Software Information

Book Reviews for our newsietter
Students’ opinlons of books

Sore of these ldeas are for library management, and some could
involve student participation. 1 have read in several Jjournals that
various llbrarians have developed a data base where students recerd
thelir opinion of books. When other students come in, they can access
this data base on a computer gset up In the library to gee whether or
not they want to read a certain boock. .

Our circulation program is a data base itself, and provides us
with many statistics from that data base. If you don’t have
computerized circulation, you may want to record your daily
circulation statistics on a data base. From this you could print out
lists such as circulation from highest to lowest according to type of
bock or day. You could also print individual 1lists for fiction,
non~fiction, AV, etc. Combining these lists with your end of year
raport to vour administrator makes you look organized and efficient.

Another type of data base management program is a mailing
program. We use the Bank Street Maller and keep malling lists of such
things as addresses of other llbraries in the county, local
bugsinesses, parents and the like. What this program allows us to do
is to type a letter and merge it with the addresses for individually ’
addressed coples.

What happened to us was that once we got a data base management
program, we thought of new uses for it almost dally.

PAGE 24
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A Civil War Treasury

A Piano for Mrs. Cimino

A Sparrow Falls

Across The Rhine

Adventures on Closeup Photogra
Air Arovnd Us

All The Sky Together

All The Years of American Popu
American Heritage Picture Hist
America‘s Spectacular Northwes
An Outline of World Architectu
Ancedotes For All Occasions
Animal Heroes

Autiobiography of Fran: Lloyd
Automobile Answer Book; Sports
Bacteria: How They Affect Othe
Basic Hade Easy

Battles For Scandanavia
Becoming a More Creative Perso
Blueprints

.;. S

LIBRARY MEMORIALS

MEMORIAL

Patrick S. Sharpless ‘78
Patrick S. Snarpless ‘78
Mary Rutulo

Andrew Shovarsky

William Schaub

Mrs. Lenora H. Toslosky,
William A. Yuhas

Mary J. Scatton

Mrs. Mabel M. Sharp
Patrick S. Sharpless ‘78
Margaret Williams
Michael Yurkanin

John Yanochko Sr.

Mrs. Mabel M. Sharp
William G. Schaub ‘48
Mrs. Mabel M. Sharp
Frank A. Scheers

Earl Wetzel

Dr. John Yankevitch /37
Samuel Schaeffer, Sr.
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Hr. aud Mrs. Llewellyn Dryfoo
Mr. and Mrs. Joseph G. Rudaws
John E. Tarnopolski

Mrs. Andrew Shovarsky

Mr. and Hrs. William P. Fox
Mr. and Mrs. Emil Timko

Mr. and Mrs. Joseph G. Rudaws
Mr. and Mrs. Joseph Weber

Mr. and Mrs. William L. Morse
Atty. and Mrs. James V. Senap
Mr. and Mrs. Joseph Weber

Hr. and Mrs. Bernard Byorek
Mr. and Mrs. William K. Rudaw
Benjamin Matteo(Palmer & Co.)
Mrs. Naoml B, Warner

Mr. and Mrs. Joseph G. Rudaws
Atty. and Mrs. Henry Giulani
Mr. and Mrs. William J. Smith
Mr. and Mrs. William K. Rudew
Dr. and Mrs. David Stiller
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The oblective of our teacher training was to demonstrate how
computers could make the teacher’s Job more manageable. Therefore,
the concentration of our training was spent on teacher utility types
of programs.

The training was divided into three workshops. The first
workshop took place on Octobesr 28, 1985, shortly after ocur hardware
arrived. ‘his was a full day workshop. Here is an outline of that
day:

9:00 ~ 10:00 Orientation to Computers
Literacy/Keyboarding/Applications

METHOD: iecture, overheadsg, “Apple Presents Apple® tutorlal
10:00 - 10:15 Break

10:15-11:15 Hands on CAI Applications

11:15-12:00 Word Processing

METHOD: *DBank Street Writer® tutorial, lecture

12:00-1:00 Lunch

1:00-3:00 Mini Workshops (Groups of 5 rotated to each station for
a half
hour each’

Station A - Penn State’s LIAS, Guidance Information
Syatem
METHOD: demonstration

Station B -~ Using the Print Shop in the classroom
METHOD: demonstration

Station C -~ Grade Book programs
METHOD: demonatration

Station D - Test Generator Programs
METHOD: demonstration

Comments that were heard back from the workshop were:
"More time for hands on."
1/d like to know more about what ig available specifically for my
field."
"This is nice, but I really won’t be using it much in my classroom."
A sheet was sent around at the end of the workshop asking about
interest areas for future workshops and almost everybody wanted to
know more about word processing, so that was chosen for the next
offering.
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That workshop was held on November 20 from 4:00 p.m. to 6:30 p.m.
About 70% of the faculty attended, which was pretty good, considering
they were glving up their free time and not getting pald.

The teachers were taught word processing on the Bank Street

Writer. A brief explanation of the different modes (write, edit and
transfer) was given after which they went through the tutorial. They
were then glven sample text to type in for practice.

Other types of word Processing programs were briefly explained
that are available in the library. They were: Bank Street Mailler,
Labels Letters and List by MECC, Crossword Hagic and again the Test
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5.

6.

8.
9.
i0.
i1.
12.

13.

A computer lab with nine microcamputers (with one more that we
already had), and twe printers.

A computerized circulation gystem encompassing a microcomputer,
hard disk drive, two floppy drives, monitor and printer. Also
included in thigs was data entry for our collection, bar code
labels and label protectors.

Funds to pay for online gearching on BRS, LIAS and CompuServe,
along with local bulletin boards and electronic mail services.

A catalog card production program with supplies of pin-fed catalog
cards.,

Over 200 software programs.

Computer literacy of all faculty.

Computer literacy of all students.

A wealth of books and periodicals on library computing.
A wealth of books and periodicals on personal computing.
Supplies for processing software and books.

A large screen TV and VCR for computer lab Instruction.

Funding for staf$ development to attend the PSLA and ALA
conferences in 1986,

Funds for printing, copying and postage to disseminate information
about the project.
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Our evaluation design attempted to examine answers to the
following questions. A committee of faculty and the librarian met at
the end of the vyear in order to accomplish thig.

SOFTWARE

Vas the software identifieqg?

Was the software ordered?

Yas the software received on time?

What problems were encountered with the software?

How can the software portion of the project be improved?

HARDWARE

Was the hardware identified?

VWas the hardware ordered?

Was the hardware received on time?

Vhat problems were encountered with the hardware?

Hew can the hardware portion of the project be improved?

TRAINING

VWere training modules developed?

Were the modules Ilmplemented?

How many modules were developed?

Vith whom were the modules used?

¥hat probiems were encountered with the training?

TEACHERS AND LIBRARY STAFPF

¥hat evidence can be cited that the teachers and library staff were
trained to utilize the materialg?

¥Yhat problems were encountered by teachers and library staff?

STUDENTS

Were the students trained to use the materials?

What benefits did the students receive from the training?
What problems were encountered by the students?




AN 1ANE B

After a year of llbrary computerization, I feel I can make some
conclusions, observations and recommendations to other librarians who
are considering doing the same. With this grant we were abie to
utilize computers for most everything we wished to with the exception
of the development of an online catalog. Hopefully, this will be
accompl ished in the year to come. We chose not to get involved in
computerized magazine contro! after investigating programs available
as they did not do this service any faster or more efficient than a
manual method for our small library. If, in the future, a program
becomes avallable that uzes the bar code already on the magazine for
control, we may consider purchasing it. If you plan on installing a
circulation system, you could use it for other things such as catalog
card procduction and word processing with some careful scheduling, but
we recommend that it be a dedicated system. Another point on
circulation - look for a company that offers an update option at a
minimal or free cost.

As far as studentg are concerned, the library computerization has
affected their attitudes in several ways. No longer do they see their
gchool library as limited. They now realize that we can get them
information on anything - even if it isn’t on our shelveg. Planning
for projects and term papers has taken a turn for the better because
they know 1t takes more time for interlibrary loans so therefore they
come in early for their resources. The avallabllity of computers in
the library has had another plus - more giris and previous
non-computerites are now uging the computers because of the wide range
of software that we have received. The most popular programs for all
students are thoge of the utility nature - Koala Pad, word processing
and The Print Shop. SAT preparation programs are also very popular.
Who can say whether or not they had an affect on scores, but 25% of
the senior class ended up commended students by the National Merit,
many of which checked out the SAT programs for home drill.

Nearly all of the faculty have used the computers for their own
management purposes or with classes throughout the year. Those who
already had an interest in computers have ugsed them more heavily - two
have purchased thelr own home units - and some borderline cases of
interest have been warmed. Contlnued training and passing along of
information must go on in this area so that everyone feelg comfortable
and gets the most value out of what we have.

The biggest testimonial to the computerization has come in this
past week. The circulation system was down because I was
demonstrating it on the road to other llbrarians. Ve were lost
without it here as students had become accustomed to finding out what
they had out, fines, where books were at the drop of a hat.

The final bit of advice I can offer is to start one step at a
time. Get a cataloging program and master it. HMove on to online
searching. Try developing a Spreadsheet or data bagse. Get a
circulation system. Thinga are much more manageable done in this
manner. Wouid I do it over? Definately yes!
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APPLEWORKS (integrated word prccessor, spreadsheet. data base),
Epple Computer, 20525 HMariasnli Avenue, Cupertino, CA 95014

BANK STREET FILER (data base management), Broderbund Software, 17
Paul Drive, San Rafael, CA 94%03

BANK STREET WRITER (word processing), Broderbund Software, 17 Paul
Drive, San Rafael, CA 94903

BIBLIOGRAPHY WRITER (biblliography production’, Follett Software
Company, 4806 Northwest Highway, Crystal Lake, IL 60014

CIRCULATION PLUS, (circulation manager), Foliett Software Company,
4506 Northwest Highway, Crystal Lake, IL 80014

CREATE WITH GARFIELD (graphics), Developmental Learning Materials,
One DL¥ Park, Allen, TX 75002

THE NEWSROOM (newsletter), Springboard Software, 7808 Creekridge
Circle, Minneapolis, MN 55435

THE PRINT SHOP (graphics), Broderbund Software, 17 Paul Drive, San
Rafael!, CA 94903

QUICK CARD, ¢(catalog card production?, Foliett So“tware Company,
4506 Northwest Highway, Crysatal Lake, IL 60014

A+, 2iff-Davis Publishing Company, One Park Avenue, New York, NY
10016

APPLE LIBRARY USERS GROUP, Monica Ertel, Apple Computer, Library
and Information Services 32 AJ, 20470 Valley Green Drive,
Cupertino, CA 95014

BOOKLIST, American Library Association, S0 E. Huron St., Chicago,
IL 60611

THBE BOOK REPORT, Linworth Publishing Company, 2950 North High
Street, P.0. Box 14466, Columbus, OH 43214-0466

SCHOOL LIBRARY JOURNAL, R.R. Bowker Co., P.0. Box 1426, Riverton,
NJ 08077

SMALL COMPUTERS IN LIBRARIES, Meckler Publishing, 11 Ferry Lane
West, Westport, CT 06880

WIRED LIBRARIAN’S NEWSLETTER, #20 Congress Avenue, Sioux City, IW
51104
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RLY EVERHARY

USING THE PRINT SHOP
AND THE BANK STREET WRITER
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