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First Order of Business

populate the policy directory with data

Go to:  http://www.librarylearning.info/libraries/

http://www.librarylearning.info/libraries/


In order to enter your policy you need 

to sign in



Sign In Screen 

(if you have an account)

Not a registered user 
click here



If you don’t have an account you need 

to register and wait for account to be 

approved by your director



Your director can also create an 

account for you by following 3 steps

• Go to your library directory page

▫ Search for your library at 
http://www.librarylearning.info/libraries/

• “View Staff”

• “Add Staff”

http://www.librarylearning.info/libraries/


Library Directory Page

click “View Staff”



On View Staff page

Click “Add Staff”



Add staff input screen



Once you have successfully signed in 

you need to search for your library 

record



3 ways 

to 

search 

for your 

library 

record 

Search by 
library name 
input library 
name and 
click “GO”
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library system 
and type
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Using the 

Advanced 

Search screen 

Click on 

Advanced 

Search 



Once you 

have located 

your library 

record –

click on 

resource 

sharing 

policies



Your resource sharing policy will 

display click on edit to enter or update 

your policy



Enter your policy and click submit



If there is any policy 

you are not sure of –

you can click submit 

and always edit the 

record later



For more information

View the next 

presentation in 

this series



Future training opportunities include:

• Writing an ILL Policy

• Searching the RS policy directory

• Advanced search strategies for 

photocopies, interlibrary loan, and 

reciprocal borrowing

• Building custom holding groups and 

paths in FirstSearch Admin to expedite 

your in-state photocopy and interlibrary 

loan requests



After you have entered your data

you can access the policy directory at  

http://www.librarylearning.info/rsdirectory

http://www.librarylearning.info/rsdirectory

